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OPERATORS'  GDIDE 


MEDICAL  EXAM  SCHEDULING  MODULE 


1 .0  BACKGROUND 

1.1  Purpose  of  Che  Operators'  Guide 

This  guide  explains  how  a  user  inceraccs  with  the  Medical  Exam 
Scheduling  (MES)  module  of  the  Navy  Medical  Command's  (NAVMED)  Navy 
Occupational  Health  Information  Management  System  (NOHIMS).  After  presenting 
an  overview  of  the  module  and  its  files,  this  guide  describes  the  module's 
menus  and  discusses  the  individual  options  highlighting  significant  aspects. 
The  information  in  this  document  is  intended  to  help  the  reader  effectively 
use  this  module. 

This  module  extensively  uses  the  VA  FileMan  data  base  management 
package.  The  NOHIMS  Primer  (the  Primer)  explains  the  general  principles 
involved  in  using  FileMan  and  also  explains  how  one  uses  system-wide 
functions.  This  guide  assumes  that  the  reader  has  carefully  reviewed  the 
NOHIMS  Primer  before  this  document  is  read  or  used. 


1.2  References 

The  following  publications  provide  background  information  on  the  Medical 
Exam  Scheduling  module: 

o  NOHIMS  Medical  Exam  Scheduling  Module  Functional  Design 
Specifications 

o  Navy  Occupational  Safety  and  Health  (NAVOSH)  Program  Manual,  OPNAV 
Instruction  5100. 23B 


o  Department  of  Defense  Occupational  Health  Surveillance  Manual,  DoD 
6055. 5-M 


o  NOHIMS  Primer,  The  MITRE  Corporation,  January  1987 


o  Users'  Manual  Medical  Exam  Scheduling  Module,  The  MITRE  Corporation, 
January  1987 


1.3  Terms  and  Abbreviations 

The  following  terms  and  abbreviations  are  used  in  this  guide: 
o  Agency:  An  Executive  Department,  as  defined  in  5  U.S.C.  101,  or  any 
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employing  unit  or  authority  of  the  Governmenc  of  the  United  States 
not  within  an  Executive  Department  to  which  the  provisions  of 
Executive  Order  12196  are  applicable. 

o  Automated  Scheduling  System;  Indicates  that  all  appointments  are 
filed  into  a  schedule  of  dates  and  time  slots.  Each  time  slot 
included  in  an  appointment  is  checked  by  the  system  for  available 
capacity  and  for  shift  or  program  preferences. 

o  Date  Next  Exam;  For  periodic  program  enrollments,  this  indicates  the 
date  by  which  the  employee  is  expected  to  be  scheduled  for  an  exam. 
For  one-time  enrollmencs  or  for  removed  programs,  this  indicates  the 
month  and  year  in  which  the  one-time  or  removal  exam  should  be  given. 

o  Disposition ;  A  determination  of  whether  an  appointment  was  attended, 
missed,  or  cancelled. 

o  Expiration  Date:  The  date  on  which  an  employee's  periodic  program 
qualification  expires.  As  adjusted  by  the  clinic  specified 
Qualification  Grace  Period,  it  is  the  program  enrollment  Date  Next 
Exam  or  a  scheduled  appointment  date,  whichever  is  later. 

o  Location:  A  four-tiered  description  of  a  physical  place  consisting 
of  site,  location,  sublocation,  and  area. 

o  Manual  Scheduling  System:  Indicates  that  all  appointments  will  be 
scheduled  by  the  user  with  no  system  scheduling  or  checking  on  clinic 
availability. 

o  One-time :  A  program  exam  or  enrollment  that  does  not  anticipate  or 
require  any  periodic  reexamination. 

o  Operation :  A  defined  set  of  procedures,  each  with  its  own  code,  that 
is  used  to  classify  specific  tasks  performed  by  employees  in  the 
course  of  their  work. 

o  Periodic :  A  program  exam  or  enrollment  indicating  need  for  regular 
medical  surveillance  at  the  interval  specified  by  the  reexamination 
frequency.  The  exam  results  for  these  programs  determine  an 
employee's  medical  qualification  status  for  related  occupations, 
operations,  locations,  and  stressors. 

o  Program:  A  means  of  classifying  employees  for  medical  surveillance 
that  specifies  the  medical  protocol  an  employee  should  be  subject  to 
when  working  in  an  occupation,  location,  operation,  or  with  a 
stressor,  or  when  requiring  evaluation  based  on  past  exposure  to  a 
stressor.  Programs  may  be  generic  or  specific  to  a  stressor, 
operation,  or  occupation  (e.g.,  sight  conservation,  asbestos,  fork 
lift  operator). 
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o  Program  Preference:  A  medical  program  that  is  to  be  given 

preferential  treatment  in  scheduling  during  specified  time  periods, 
e.g.,  an  exam  needing  the  presence  of  a  special  practitioner  who  is 
available  one  morning  each  week. 

o  Protocol ;  The  list  of  medical  history  items,  physical  examinations, 
and  lab  tests  that  an  employee  should  be  given  during  an  examination 
for  a  medical  program. 

o  Stressor ;  Any  chemical  substance,  biological  agent  (bacteria,  virus, 
fungus,  etc.),  or  physical  stress,  noise,  heat,  cold,  hypo-hyperbaric 
pressure,  etc.,  which  is: 

1.  Regulated  by  any  NAVOSH  Standard  or  Federal  Law  or  rule  due  to 
a  hazard  to  health 

2.  Listed  in  the  latest  printed  edition  of  the  National  Institute 
for  Occupational  Safety  and  Health  (NIOSH)  Registry  of  Toxic 
Effects  of  Chemicals 

o  To  Be  Scheduled  (TBS);  A  file  of  employee  programs  that  await 
immediate  scheduling  by  the  clinic. 

1.4  How  to  Use  This  Guide 

This  guide  describes  how  to  execute  the  module's  various  menu  options. 
Section  2  contains  an  overview  description  of  the  module;  this  information 
should  help  the  user  determine  if  the  system  activities  he  or  she  wishes  to 
perform  are  performed  by  this  module.  Section  3  presents  an  overview  of  the 
module's  menus;  this  information  is  intended  to  help  the  user  identify  which 
of  the  menu  options  should  be  used  (Section  2  of  the  NOHIMS  Primer  explains 
the  mechanics  of  selecting  menu  options). 

For  ease  and  clarity  of  discussion,  the  module's  menu  options  have  been 
grouped  into  processes,  where  each  process  deals  with  a  major  feature  of  Che 
module.  Usually,  the  process  is  further  broken  down  into  various  input  and 
output  subprocesses.  Each  section  after  Section  3  describes  a  specific 
process.  Each  of  these  sections  begins  with  a  discussion  of  the  major  points 
that  must  be  known  to  use  the  process  effectively.  If  the  process  has  been 
broken  into  subprocesses,  a  brief  discussion  of  the  highlights  of  each 
subprocess  is  then  presented.  In  most  cases,  for  each  subprocess  an  actual 
prompt  sequence  is  shown;  notes  are  keyed  to  selected  prompts.  These  notes 
present  especially  important  information  about  the  responses  to  these 
prompts.  Messages  and  prompts  shown  in  the  figures  that  are  displayed  by  the 
system  are  without  underline;  responses  by  the  user  are  underlined.  If  the 
response  to  a  prompt  is  straightforward,  there  is  no  accompanying  note;  the 
user  should  be  able  to  understand  how  to  respond  to  the  prompt  by  using  the 


Help  message  feature  of  FileMan.  To  understand  prompts  and  prompt  responses 
fully,  the  user  must  first  read  Sections  3  through  10  of  the  NOHIMS  Primer. 

In  an  attempt  to  keep  the  Operators'  Guide  as  short  as  possible,  most  of 
the  general  information  about  the  module  (such  as  the  contents  of  input  forms 
and  output  reports)  that  was  presented  in  the  module's  Users'  Manual  has  been 
excluded  from  the  Operators'  Guide.  If  the  user  wishes  to  review  the 
material  in  the  Users'  Manual  while  using  the  Operators'  Guide,  he  or  she 
should  consult  the  Medical  Exam  Scheduling  Module  Operators'  Guide/Users' 
Manual  Cross  Reference  (Table  1-1)  to  determine  quickly  which  portion  of  the 
Users'  Manual  should  be  read. 

It  is  important  to  recognize  that  the  Operators'  Guide  is  not  organized 
by  menu  option;  rather,  it  is  organized  by  process.  Frequently,  a  user  will 
not  wish  to  review  the  material  that  describes  how  to  perform  a  process. 
Instead,  the  user  will  wish  to  review  the  material  that  deals  directly  with  a 
specific  menu  option.  When  this  situation  occurs,  the  user  can  locate  the 
desired  section  by  either  reviewing  the  Index  in  the  back  of  this  document  or 
locating  the  appropriate  menu  option  in  the  table  appearing  in  Section  3.  In 
the  latter  case,  this  specific  section  number  that  describes  how  to  use  the 
option  appears  in  parenthesis  after  the  option's  name. 
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2.0  MODULE  OVERVIEW 


'  2.1  Module  Summary 

The  Medical  Exam  Scheduling  module  tracks  employee  medical  surveillance 
program  exam  requirements  and  medical  qualification  statuses,  supports 
automatic  or  manual  clinic  scheduling  with  appointment  notification  and  exam 
protocol  generation,  and  provides  data  for  monitoring  employee's  exam 
histories.  Figure  2-1  shows  Che  major  processes,  inputs,  and  outputs  of  the 
module . 

The  primary  function  of  this  module  is  to  ensure  that  employees  receive 
necessary  medical  surveillance.  To  accomplish  this,  the  system  relies  on 
medical  surveillance  program  enrollment,  scheduling,  and  qualification 
tracking.  Figure  2-2  illustrates  the  general  flow  of  employee  medical 
program  data  in  this  module. 

The  module  first  enables  the  user  to  establish  medical  surveillance 
programs  and  associated  medical  exam  protocols  that  are  linked  by  the  user  to 
appropriate  locations,  stressors,  occupations,  and  operations.  Employees  in 
an  occupation  chat  is  linked  to  medical  programs  are  automatically  enrolled 
in  the  programs  for  periodic  surveillance,  and  the  newly  required  programs 
are  filed  in  the  To  Be  Scheduled  file.  An  employee  who  is  overexposed  or 
over  Che  medical  surveillance  action  level  for  a  stressor  may  be  enrolled  for 
a  future  one-time  checkup  or  have  an  entry  filed  in  the  To  Be  Scheduled  file 
for  all  programs  linked  to  the  stressor,  depending  on  the  monitoring 
j  recommended  for  that  stressor.  To  supplement  these  automatic  "required" 

occupation  and  "personal"  exposure  enrollments,  the  user  can  enroll  employees 
into  medical  programs  for  "job-related"  (operation,  location)  or  other 
"personal"  reasons.  Enrollment  is  generally  for  periodic  programs  with 
annual,  semiannual,  or  ocher  frequencies,  but  it  can  also  be  used  Co  ensure 
Chat  a  one-time  exam  is  conducted  in  the  future. 

Employees  are  automatically  removed  from  enrollment  in  programs  when 
they  are  terminated,  when  a  program  is  deleted  from  their  occupation 
requirements,  when  Che  system  determines  that  they  have  missed  an  excessive 
number  of  consecutive  exams,  or,  for  one-time  enrollments,  when  the  program 
is  moved  to  the  To  Be  Scheduled  file.  The  user  can  also  remove  an  enrollment 
directly,  at  which  time  the  user  specifies  whether  or  not  a  removal  exam  is 
to  be  performed  either  now  or  in  the  future.  Once  a  month  the  clinic  will 
have  Che  system  review  all  employee  records  and  identify  those  employees 
having  one-time  or  periodic  program  enrollments  chat  need  a  baseline, 
periodic,  or  removal  exam  in  the  specified  month.  These  programs  are  filed 
in  Che  To  Be  Scheduled  file. 
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Under  the  scheduling  part  of  the  system,  each  clinic  will  have  the 
choice  of  a  manual  scheduling  system  or  an  automated  scheduling  system. 

Under  either  system,  the  user  can  at  any  time  schedule  or  reschedule 
appointments  directly  and  either  incorporate  programs  that  are  in  the  To  Be 
Scheduled  file  or  enter  other  desired  program  data.  In  addition,  under  an 
automated  scheduling  system,  the  user  can  have  the  system  schedule 
appoiiitments  for  programs  that  need  to  be  scheduled,  or  the  user  can  have  the 
system  list  the  employees  and  programs  that  need  to  be  scheduled  and  list 
blank  time  slots  that  are  available  by  shop  for  scheduling.  In  the  latter 
case,  the  shops  will  use  the  employee  lists  to  assign  appoint¬ 
ments,  and  the  clinic  will  enter  the  appointments  directly.  The  system  will 
distribute  a  shop's  appointments  or  blank  time  slots  over  several  days. 

System  scheduling  can  be  run  more  than  once  a  month,  if  desired. 

Under  an  automated  scheduling  system,  the  user  can  specify  holidays, 
administrative  time,  availability  of  time  slots,  time  slot  length,  and 
preference  for  seeing  employees  from  a  specific  shift  or  program  at  specific 
dates  and  times. 

Whenever  an  appointment  date,  time,  or  program  has  been  assigned  or 
changed,  the  system  prints  out  an  appointment  notice  addressed  to  the 
employee,  listing  the  appointment  date  and  time,  medical  programs  covered  by 
the  appointment,  and  any  preexamination  instructions  that  the  employee  should 
follow  prior  to  the  appointment.  The  clinic  can,  for  a  specific  day  or 
appointment,  print  individual  appointment  exam  protocols  that  list  exposure 
data,  the  employee's  enrollments,  the  appointment  programs  and  the  medical 
history,  physical  exams,  and  lab  tests  appropriate  to  the  employee's  age  and 
sex  for  the  medical  programs  specified  in  the  appointment.  The  physician 
will  use  this  report  to  record  program  exam  results  of  "qualified,"  "not 
qualified,"  or  "incomplete."  The  clinic  will  enter  missed,  cancelled,  or 
attended  appointments  directly  or  will  flag  an  existing  scheduled  appointment 
as  missed,  cancelled,  or  attended.  For  cancelled  or  missed  appointments,  the 
clinic  will  be  able  to  reschedule  the  appointment  directly  or  file  the 
programs  in  the  To  Be  Scheduled  file.  For  attended  appointments,  the  clinic 
can  add  information  on  the  employee's  arrival  and  departure  time  and  can 
enter  program  exam  results  as  they  become  available. 

The  system  also  tracks  the  medical  qualification  of  each  employee.  When 
a  user  records  an  appointment  as  attended,  a  qualification  of  "pending"  is 
filed  in  the  employee  record  for  each  program  covered  by  Che  appointment. 

When  a  program  result  is  entered  as  "incomplete,"  the  employee  program 
qualification  status  is  left  as  "pending,"  and  Che  program  is  filed  in  the  To 
Be  Scheduled  file  for  a  follow-up  exam.  When  results  of  "qualified"  or  "not 
qualified"  are  entered  in  the  appointment 
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history,  the  system  also  files  them  in  the  employee's  program  qualifications 
and  increments  the  qualification  expiration  date  by  the  reexamination 
frequency.  For  medical  surveillance  programs  in  which  an  employee  is 
enrolled  for  periodic  reexamination,  the  system  will  file  a  "not  qualified" 
if  the  qualification  expiration  date  is  past.  The  system  generates  a  regular 
report  on  employee  qualifications,  and  the  user  may  request  a  special  report 
at  any  time. 


2.2  Module  Data  Base 


There  are  two  types  of  files  in  NOHIMS: 

o  Application  files — These  files  are  primarily  intended  to  support  the 
functions  of  a  specific  module,  although  in  certain  cases  they  may  be 
used  by  other  modules.  In  addition,  the  contents  of  these  files 
change  frequently  as  new  data  is  added  to  the  files  or  old  data  is 
removed  from  these  files. 


o  Reference  files — These  files  are  primarily  intended  to  be  used  by  a 
specific  module,  although  in  certain  cases  they  may  also  be  used  by 
more  than  one  module.  These  files  differ  from  application  files  in 
that  they  contain  controlled  vocabularies  of  terms.  The  contents  of 
these  files  are  usually  static  or  change  slowly  over  time. 

The  MES  Module  uses  the  following  files  listed  under  their  associated 


type; 


Application  Files 
Clinic 

Medical  Program 
Enrollment 
To  Be  Scheduled 
Medical  Appointment 
Medical  Appointment  History 
Medical  Qualifications 


Reference  Files 

Appointment  Notices 
Preexam  Instructions 
Medical  Program  Tests 


The  Clinic  file  identifies  the  clinics  using  the  system,  provides  the 
clinic-specific  grace  periods,  and  holds  data  on  the  type  of  scheduling 
system  used  by  each  clinic.  For  a  clinic  with  an  automated  scheduling 
system,  the  entry  contains  program  preferences,  time  slot  length,  clinic 
start  and  stop  times,  and  the  generic  weekly  schedule  used  by  the  system  to 
build  monthly  templates.  The  Identification  (ID)  field  for  a  Clinic  entry  is 
the  Clinic  Name.  The  lookup  fields  are  the  Clinic  Name  and  Clinic 
Abbreviation.  See  the  System  Manager's  Guide  for  further  information  on 
Clinic  entries. 
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A  Medical  Program  file  entry  identifies  a  medical  surveillance  program 
and  contains  data  on  valid  reexamination  frequencies,  exam  protocols,  preexam 
instructions,  estimated  exam  length,  and  links  to  related  occupations, 
stressors,  operations,  and  locations.  The  ID  field  is  the  Name.  The  lookup 
fields  are  the  Name  and  Program  Code.  See  the  System  Manager's  Guide  for 
further  information  on  Medical  Program  entries. 

The  Enrollment  file  contains  data  on  programs  in  which  an  employee  is  or 
has  been  enrolled.  The  file  is  a  subfile  in  the  Employee  file.  For  each 
employee  record,  there  are  multiple  programs  referenced.  The  data  consists 
of  the  most  recent  enrollment  and  removal  for  each  program,  including 
information  concerning  the  next  examination  needed.  There  are  two  kinds  of 
enrollments — periodic  and  one-time.  A  one-time  enrollment  is  used  to  ensure 
that  an  employee  will  be  examined  before  a  specified  date.  One-time 
enrollments  are  automatically  removed  by  the  sytem  as  soon  as  the  program  is 
filed  in  the  To  Be  Scheduled  file.  The  system  may  generate  one-time 
enrollments  as  a  result  of  an  employee's  exposure  to  a  stressor.  The  system 
will  generate  periodic  required  enrollments  with  a  Date  Next  Exam  of  the 
current  date  when  an  employee's  occupation  is  entered  or  changed  or  when  the 
required  programs  for  an  occupation  are  changed. 

The  To  Be  Scheduled  file  consists  of  programs  for  which  an  employee  is 
to  be  scheduled.  This  file  is  a  subfile  of  the  Employee  file,  with  multiple 
programs  referenced.  Each  program  entry  contains  information  needed  to 
schedule  the  program.  This  file  serves  as  a  holding  area  for  employees  with 
programs  that  await  immediate  scheduling  by  the  clinic.  The  bulk  of  the  file 
entries  will  be  the  result  of  one  of  the  following  actions: 

o  Operator  or  system  entry  of  an  enrollment  with  a  Date  Next  Exam  in 
the  current  month.  The  system's  entries  will  arise  primarily  in 
response  to  changes  in  an  employee's  occupation  or  occupation 
requirements  as  discussed  above. 

o  Compilation  of  an  Over  MSAL  Report,  under  the  Exposure  module,  that 
identifies  either  an  employee's  overexposure  to  a  stressor  or 
exposure  over  the  medical  surveillance  action  level  (MSAL)  to  a 
stressor  requiring  mandatory  monitoring,  whether  or  not  the  employee 
is  enrolled  in  the  stressor-related  programs. 


o  Initiation  of  the  monthly  selection  process  which  identified  any 
programs  with  a  Date  Next  Exam  in  the  month  to  be  selected. 


o  Operator  entry  of  a  scheduled  appointment  as  missed  or  cancelled  wich 

the  appointment  to  be  rescheduled  at  an  unspecified  date  and  time. 

o  Operator  entry  of  an  employee's  program  exam  status  as  "incomplete." 

This  will  result  in  a  follow-up  entry. 

Entries  in  this  file  will  be  deleted  as  they  are  scheduled  for 
appointments  either  by  the  user  or  by  the  system. 

A  Medical  Appointment  file  entry  identifies  an  employee  and  the  programs 
covered  by  the  appointment.  The  ID  field  is  Che  Employee  Scheduled  (which 
references  the  Employee  file). 

The  Medical  Appointment  History  file  contains  data  on  all  cancelled, 
missed,  and  attended  appointments,  and  the  program  exam  results.  The  ID 
field  is  the  Date  of  Exam/ Appointment . 

The  Medical  Quali f icacion  file  contains  any  programs  for  which  an  exam 
result  or  qualification  status  has  been  filed.  For  each  program  there  are 
multiple  dates  wich  the  status  associated  wich  each  date,  the  file  is  a 
subfile  of  Che  Employee  file,  wich  multiple  programs. 

The  Reference  files  are  summarized  in  Table  2-1.  The  Appointment 
Notices  file  ID  field  is  Code.  There  is  only  one  Appointment  Notice  entry 
used  by  the  system.  For  the  Preexam  Instructions  file,  the  ID  field  is 
Name.  The  Medical  Program  Tests  file  uses  Test  Number  for  the  ID  field. 

This  module  also  uses  files  chat  were  created  and  previously  used  by 
ocher  modules.  These  files  are  used  as  reference  files  in  that  they  contain 
a  controlled  vocabulary  of  terms,  but  in  certain  situations,  they  also  serve 
as  application  files  in  that  their  concents  may  be  updated  by  the  user. 

These  files  and  the  modules  chat  primarily  create  and  maintain  them  are 
listed  below: 

o  Administration  Module 

-  Agency  Unit 

-  Employee 

-  Location 

-  Operation 

-  Occupation 

-  Stressor 
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TABLE  2-1 

MEDICAL  EXAM  SCHEDULING  REFERENCE  FILES 


FILE  NAME 

FILE  CONTENTS 

Appointmenc  Notices  File 

The  appointment  notice  format  specifying 
the  test  and  the  data  icems  to  be  in¬ 
serted  from  the  Employee,  Medical  Ap¬ 
pointment,  and  Preexam  Instruction  files. 

Preexam  Instructions  File 

Categories  of  instructions  to  appear  on 
Che  employees'  appointment  notices. 

1 

Medical  Program  Tests 

The  full  exam  protocol  scored  in  hier¬ 
archical  structure.  Each  item  has  a  ' 

name,  number,  and  an  ascendant  entry 
under  which  it  is  always  listed. 

3.0  MODULE  MENUS 


The  Medical  Exam  Scheduling  module  is  divided  into  six  subject  areas  as 
follows : 

o  Enrollment — These  options  directly  affect  employee  enrollment  in 
medical  surveillance  programs.  They  include  the  Enrollment  into 
Medical  Programs  option  and  the  Remove  Employees  from  Medical 
Programs  option. 

o  Scheduling — The  Schedule  Medical  Appointments  options,  Appointment 
Notices  and  Medical  Exam  Protocols  options,  and  Print  Current 
Appointment  Schedule  options  allow  you  to  handle  all  aspects  of 
appointment  scheduling.  The  options  relating  to  Appointment  Notices 
are  discussed  in  the  System  Manager's  Guide. 

o  Appointment  History — The  options  for  Record  Attended  Appointments, 
Exam  Results  Entry/Edit,  Cancel  Medical  Appointments,  and  Missed 
Appointments  allow  you  to  enter  and  edit  all  Appointment  History  data 
and  modify  employee  enrollment  qualification  data. 

o  Medical  Tables  and  Program/Test  Linkages — You  will  use  these  options 
to  display  program  linkages  and  exam  protocols.  The  System  Manager's 
Guide  discusses  the  options  that  modify  program  linkages  and  edit  the 
major  module  tables.  The  options  that  display  program  linkages  are 
related  to  the  Maintain  Enrollment  Status  process. 

o  Medical  Exam  Reports — These  options  enable  you  to  produce  reports  on 
enrollment,  qualifications,  appointment  histories,  and  program/ 
operation  links.  The  Removal  Report,  Program  List  per  Operation  by 
Shop,  Program  History,  and  Report  of  Date  Next/Birth  Month 
Discrepancies  relate  to  the  Maintain  Enrollment  Status  Process.  The 
rest  of  the  reports  are  related  to  the  Update  Appointment  History 
process . 

o  Medical  Audit  Functions — These  options  audit  the  module's  files. 

They  are  discussed  in  the  System  Manager's  Guide. 

The  structure  of  the  menus  and  the  options  discussed  in  Sections  4,  5, 
and  6  are  shown  in  Table  3-1. 


TABLE  3-1 

MEDICAL  EXAM  SCHEDULING  MENU  OPTIONS 


1.  En 

rollment  into  Medical  Programs  (4.2) 

2.  Schedule  Medical  Appoincmencs 

1 

Enter/Edit  Employees  To  Be  Scheduled 
(5.2) 

2 

Display /Print  Personnel  Requiring  Exams 
(5.8) 

3 

Manual  Appointment  Scheduling 

1.  Schedule  Appointments  from  To  Be 

Scheduled  (5.5) 

2.  Direct  Appointment  Scheduling/ 
Rescheduling  (5.4) 

4 

Automated  Scheduling 

1.  Generate  Clinic  Monthly  Template 
(5.3) 

2.  Monthly  Automated  Scheduling 
(5.6) 

3.  Monthly  Schedule  Kill  and  TBS 
re  file  (5.7) 

5 

Available  Capacity  Grid  Display  (5.8) 

3.  Appoincmenc  Notices  &  Medical  Exam  Protocols 

1 

Create/Edit  Appointment  Notice  Text 
(System  Manager's  Guide) 

2 

Appointment  Notices  Print 
(System  Manager's  Gui'le) 

3 

Reprint  Appointment  Notice 
(System  Manager's  Guide) 

4 

Employee  Medical  Exam  Protocol  (5.8) 

5 

Medical  Exam  Protocol  for  Program  (5.8) 

6 

Medical  Exam  List  (5.8) 

4.  Record  Attended  Appointments  (6.5) 

5.  Exam  Results  Entry/Edit  (6.6) 

TABLE  3-1 

MEDICAL  EXAM  SCHEDULING  MENU  OPTIONS 
( Continued) 


6.  Cancel  Medical  Appointments 

1  Cancel  Individual  Medical 
Appointments  (6.2) 

2  Block  Cancellation  of  Medical 
Appointments.  (6.3) 

7.  Missed  Appointments  (6.4) 

8.  Remove  Employees  from  Medical  Programs 
(4.3) 

9.  Medical  Tables  &  Prcgram/Tescs  Linkages 
1  Setup  Medical  Tables 

1.  Clinic  Table  Entry/Edit  (System 
Manager's  Guide) 

2.  Pre-exam  Instructions  Table  Entry 
(System  Manager's  Guide) 

3.  Medical  Program  Table  Entry/Edit 

(  (Sytem  Manager's  Guide) 

4.  Medical  Test  Table  Entry/Edit  (System 
Manager's  Guide) 


Setup/Display  Medical 

Program 

Linkages 

1. 

Occupation /Medic a 

1  Program  Linkage 

(System  Manager's 

Guide) 

2. 

Occupa cion /Medic a 

1  Program  Display 

(4.4) 

3. 

Location /Medical 

Program 

Linkage 

(System  Manager's 

Guide) 

4. 

Location /Medical 

Program 

Display 

(4.4) 

5. 

Ope rat  ion /Medical 

Program 

Linkage 

(System  Manager's 

Guide) 

6. 

Ope rat  ion /Medical 

Program 

Display 

(4.4) 

7. 

Stressor /Medical 

Program 

Linkage 

(System  Manager's 

Guide ) 

8. 

Stressor/Medical 

Program 

Display 

(4.4) 
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TABLE  3-1 

MEDICAL  EXAM  SCHEDULING  MENU  OPTIONS 
( Concluded ) 


10.  Princ  Currenc  Appoincmenc  Schedule 

1  Appoincmenc  Lise  by  Clinic  (5.8) 

2  Appoincmenc  Lise  by  Shop  (5.8) 

11.  Medical  Exam  Reporcs 

1  Qualificacion  Scacus  Reporc  (6.7) 

2  Appoincmenc  Hiscory  Decails  (6.7) 

3  Appoincmenc  Hiscory  Summary  (6.7) 

4  Performance  Summary  (6.7) 

5  Missed  Appoincmencs  Reporc  (6.7) 

6  Cancellacion  Reporc  (6.7) 

7  Removal  Reporc  (4.4) 

8  Cose  Accouncing  Reporc  (6.7) 

9  Program  Lise  per  Operacion  by  Shop  (4.4) 

10  Program  Hiscory  (4.4) 

11  Reporc  of  Dace  Nexc/Birch  Monch 
Discrepancies  (4.4) 

12  Full  Qualificacion  Scacus  Reporc  (6.7) 

12.  Medical  Audic  Funccions 

1.  Discrepancy  Audic  of  Personnel  File 
(Syscem  Manager's  Guide) 

2.  Qualificacion  Audic  (Syscem  Manager's 
Guide) 

3.  Schedule  Audic  (Syscem  Manager's  Guide) 

4.  Discrepancy  Audic  for  Prgm/Occ  Changes 
(Syscem  Manager's  Guide) 
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4.0  MAINTAIN  ENROLLMENT  STATUS  PROCESS 
4.1  Incroduccion 

The  options  listed  in  this  section  are  used  to  identify  an  employee's 
one-time  and  periodic  medical  surveillance  program  enrollment,  determine  what 
it  should  be,  and  enter,  modify,  or  correct  enrollments  either  as  deemed 
appropriate  by  an  industrial  hygienist  or  clinic  physician  or  as  requested  by 
an  employee's  supervisor. 

In  addition  to  the  reports  listed  in  this  section,  you  also  may  need  to 
refer  to  the  following  reports  to  support  the  maintenance  of  employee 
enrollment  statuses: 

o  The  Over  MSAL  Report,  generated  under  the  Exposure  Module,  provides 
information  needed  to  determine  what  action,  if  any,  was  taken  by 
the  system  as  a  result  of  an  exposure. 

o  The  Prcgram/Occupation  Changes  Discrepancy  Audit  lists  any 

enrollments,  modifications,  or  removals  made  by  the  system  in 
response  to  changes  in  the  surveillance  requirements  for  an 
occupation.  (See  the  System  Manager's  Guide). 

o  The  Discrepancy  Audit  of  Personnel  File  describes  minor  modifi¬ 
cations  made  by  the  system  and  reports  discrepancies  between  an 
employee's  enrollment  and  the  surveillance  program  requirements  for 
the  employee's  occupation.  (See  the  System  Manager's  Guide). 

0  "The  Report  of  Date  Next/Birth  Month  Discrepancy  lists  any 

enrollments  for  which  the  projected  date  of  the  next  examination  is 
not  in  phase  with  the  employee's  birthdate  and  reexamination 
frequency. 

The  above  reports  and  the  Removal  Report  and  Program  History  Report 
provide  information  on  an  employee's  enrollment  and  on  changes  made  to  the 
enrollment.  You  can  list  the  appropriate  enrollment  for  an  employee  working 
in  a  location,  occupation,  operation,  or  with  a  stressor,  by  using  the 
corresponding  Program  Linkage  Display  options.  In  addition,  the  Program  List 
per  Operation  by  Shop  provides  supervisors  with  data  on  enrollment  needed  for 
operations . 

After  a  determination  has  been  made  to  change  an  employee's  enrollment, 
use  the  enrollment  and  removal  options  to  enter,  modify,  or  correct  data  for 
an  employee's  program  enrollment. 
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4.2  Enrollment  into  Medical  Programs  Option 

This  option  allows  you  to  enroll  an  employee  in  a  program  for  the 
first  time,  reenroll  an  employee  who  has  been  removed,  modify  an  existing 
enrollment,  or  delete  and  replace  an  existing  enrollment.  You  will  want  to 
"delete  and  replace"  an  existing  enrollment  if  something  was  wrong  with  the 
enrollment  as  entered,  e.g.,  the  Reexamination  Frequency,  Reason  for 
Enrollment,  or  Enrollment  Type  was  in  error.  You  would  "modify"  an 
existing  enrollment  if  the  original  enrollment  is  correct  but  an  enrollment 
field  needs  to  be  changed  because  of  new  circumstances,  e.g.,  the 
Reexamination  Frequency  should  be  increased  or  the  enrollment  is  no  longer 
"required"  but  the  enrollment  is  to  be  kept  with  Enrollment  Type  "personal" 
or  "job  related".  A  change  in  the  Date  Next  Exam  or  Next  Exam  Type  can 
always  be  treated  as  a  modification,  since  they  are  not  kept  historically. 
Figure  4-1  contains  details  on  the  enrollment  entry  sequence.  In  this 
example,  we  are  reenrolling  Janet  Jackson  in  the  lead  program  and  then 
modifying  the  enrollment. 

The  circled  numbers  in  the  Figures  in  Sections  4  through  6  correspond 
to  the  numbered  notes  in  the  same  figures.  Messages  and  prompts  displayed 
by  the  module  are  shown  without  underline,  whereas  keyed  responses  are 
underlined. 


4.3  Remove  Employees  from  Medical  Programs  Option 

This  option  allows  you  to  remove  an  employee  from  a  program  or  modify 
an  existing  removal.  When  removing  an  employee  from  a  program,  you  will  be 
able  to  specify  whether  the  employee  should  be  given  a  removal 
examination.  If  you  specify  that  no  removal  exam  is  to  be  done,  and  there 
is  a  To  Be  Scheduled  file  entry,  you  will  be  asked  if  you  want  it  deleted. 
Figure  4-2  outlines  the  removal  entry  sequence.  In  this  example,  we  are 
removing  Janet  Jackson  from  the  Hydrocarbon  program  and  setting  up  a 
removal  exam. 


4.4  Maintain  Enrollment  Status  Output  Options 

Table  4-1  describes  the  selection  and  sort  criteria  you  will  encounter 
when  using  the  options  that  produce  reports  pertinent  to  maintenance  of 
enrollment.  You  need  to  check  the  Primer,  Section  7,  for  guidance  on  the 
lookups  used  in  selecting  an  employee,  location,  stressor,  or  agency. 

Also,  see  the  Primer,  Section  9.3,  for  information  on  responding  to  sort 
field  prompts. 
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JACKSON. JANET  331111113  347101  BAT  |EP  20.1071 

BSOAOe  INBUBTKIAL  NTBIENE 
NINE  104 

02  ASBESTOS 

Enroll:  Enrolleb  bate  last:  20  auo  BA  bate  next:  1  s|o_ol  . 

exan:  OERtootc  status:  oualifieo  la>.  hual.  sate:  2t  auo  ba 

BATE  enrolleb:  it  JUL  t4  ENROLL  TTOE:  REOUIREB 

REASON  enrolleb:  CHANQE  IN  RS  REOUIRENENTS 

DATE  RENOVEO:  reexan:  40 

REASON  renoueb: 

OB  CHRONIUN 

enroll:  enrolleb  bate  last:  bate  next:  20  seo  ba 

Exan:  baseline  status:  last  oual.  bate: 

BATE  enrolled:  10  JUL  44  ENROLL  TORE:  RERSOHAL 

REASON  enrolled:  OCCURATIONAL  EXROSURE 
BATE  renoveb:  reexan:  o 

REASON  renoueb:  set  UR  FOR  SCHEBULINt 
00  HEARING 

envoll:  enrolled  sate  last;  bate  next:  2t  jul  ba 

exan:  baseline  status:  not  oualifieo  last  oual.  bate:  ii  jul  ba 

BATE  enrolleb:  3t  JUL  BA  ENROLL  TTRE:  REQUIRED 

REASON  enrolleb:  Change  in  ns  REOUIRENENTS 

DATE  renoueb;  reexan:  12 

REASON  renoueb: 

10  NTBROCARBONS 

enroll:  enrolled  bate  last;  bate  next;  20  ser  ba 

exan:  baseline  status:  last  dual,  bate: 

BATE  CNROLLCO:  10  JUL  BA  ENROLL  TTOEl  RtRSONAL 

REASON  enrolleb:  OCCURATIONAL  EXPOSURE 
BATE  RENOVEO:  REEXAN;  B 

REASON  RENOUEDl 
44  lead 

enroll;  renoueb  bate  last:  20  aub  ba  bate  next: 

exan:  baseline  status:  last  oual.  bate:  30  aub  ba 

BATE  enrolleb:  tt  jul  ba  enroll  tyre:  personal 

REASON  enrolled:  OCCURATIONAL  EXROSURE 
date  renoueb;  11  JUL  ba  reexan:  4 

REASON  renoueb:  set  UR  FOR  tCHEBULINB 
40  RESPIRATORY  PROTECTION 

enroll;  enrolled  bate  last:  3t  aub  ba  bate  next:  »  jul  ba 

exan;  baseline  status;  not  oualifieb  last  OUAL.  bate:  2  ser  ba 

BATE  enrolled:  3t  JUL  BA  ENROLL  TYRE:  REOUIREB 

REASON  enrolled;  chance  in  ns  REDUIRENENYB 

BATE  renoueb:  reexan:  12 

REASON  renoueb; 

14  SIGNT  CONSERUAYION 

Enroll:  enrolled  bate  last;  bate  next:  3t  jul  ba 

exan;  Baseline  status;  not  oualifieb  last  bual.  bate:  3i  jul  ba 

DATE  enrolled:  2t  JUL  BA  ENROLL  TYPE:  REOUIREB 

REASON  Enrolled:  change  in  ns  reouircnchyb 
BATE  renoueb:  reexan:  24 

REASON  RENOVEBI 
23  SOLUENTt 

Enroll:  enrolleb  bate  last;  bate  next:  14  jui  ba 

exan:  baseline  status:  not  oualifieb  last  oual.  bate:  2  bep  ba 

DATE  enrolled:  10  JUL  04  ENROLL  TYPE;  REOUIREB 

REASON  enrolleb;  change  in  ns  REDUIRENENYB 

BATE  renoueb:  reexan:  12 

REASON  renoueb: 
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ENROLLMENT  INTO  MEDICAL  PROGRAMS 
(Concluded) 


NOTES  ON  ENROLLMENT  INTO  MEDICAL  PROGRAMS  OPTION 


1.  We  are  doing  an  employee  lookup  (Primer,  Seccion  7.3). 

2.  We  are  specifying  che  device  and  modifying  che  margin  widch  (Primer, 
Seccion  9.2). 

3.  This  is  che  Program  Hiscory  Reporc  for  che  selecced  employee.  Ic 

includes  che  mosc  recenc  enrollmenc  and  removal  daca  for  each  program 
in  which  che  employee  has  been  enrolled.  The  Dace  Enrolled  is  che  dace 

on  which  che  enrollmenc  was  encered.  This  dace  will  change  if  a 

modificacion  is  filed.  A  Program  Hiscory  reporc  only  shows  a  Dace  Nexc 

Exam  for  a  removed  program  if  chere  is  co  be  a  removal  exam  in  a  future 

monch . 

4.  Programs  can  be  selecced  by  Name  or  Code  (Primer,  Seccion  6). 

5.  This  is  a  complete  list  of  daca  fields  associated  with  this  program  for 
che  selecced  employee. 

6.  We  are  asked  this  because  che  employee  is  not  currently  enrolled.  Once 
you  indicate  chat  you  wane  co  do  an  enrollment,  you  will  have  to 
complete  ic.  If  ic  is  an  error,  you  will  have  co  do  a  removal  co 
indicate  che  error. 

7.  The  default  for  a  new  enrollmenc  is  che  employee's  nexc  birthday. 

8.  This  dace  is  used  co  warn  che  system  and  che  user  of  che  need  for  an 
exposure  related  exam.  Ic  can  be  deleted  if  no  such  exam  is  necessary 
or  if  such  an  exam  has  already  been  given. 

9.  This  field  is  prompted  separately  from  che  earlier  fields,  so  you  will 
noc  be  able  co  "  "  back  co  earlier  fields.  A  simple  "  "  on  an  earlier 
field  will  bring  you  co  chis  prompt. 

10.  Since  we  have  selecced  an  existing  enrollmenc,  che  system  is  asking  if 
we  wish  CO  change  ic. 

11.  Since  we  encered  a  Dace  Next  Exam  chat  is  in  che  current  monch,  che 
system  files  an  entry  into  che  To  Be  Scheduled  file. 


NOTES  ON  ENROLLMENT  INTO  MEDICAL  PROGRAMS  OPTION 
( Concluded ) 


12.  Afcer  we  changed  che  Dace  Nexc  Exam  from  a  dace  in  che  currenc  monch  co 
a  fucure  dace,  che  syscem  nociced  chac  an  encry  was  in  che  To  Be 
Scheduled  file.  Since  ic  may  noc  be  che  same  encry  as  che  one  we  filed 
earlier — e.g.,  ic  mighc  be  che  resulc  of  an  exposure  or  a  follow-up  co 
an  incomplece  exam — we  are  asked  if  we  wane  co  delece  ic.  Similarly,  if 
we  were  filing  inco  che  To  Be  Scheduled  file  and  chere  had  already  been 
a  To  Be  Scheduled  encry  for  che  program,  we  would  have  been  asked  if  we 
wanced  co  replace  ic.  The  WARNING  message  reminds  us  abouc  che  need  for 
an  exposure-relaced  exam  in  case  chac  would  affecc  che  decision  on 
whecher  or  noc  co  delece  che  To  Be  Scheduled  encry. 
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employee;  j.J 

1  JACKSON. JAHET^ JACKSON. 

JANET 

P  3078P1 

2  JONES. JUDY  JONES .JUDY 

SS1111113 

shop: 

100 

(MINS) 

F  433434 

CHOOSE  1-2:  X  JACKSOM. JANET 

55078?e9P 

shop: 

P23 

(MINS) 

JACICSON.JANCT  DOD;  SEP  2P.tP7I 

OCC:  6SD09D 

industrial 

NY5IENE  SHIFT 

device;  2, 

Tsr  L*TER 

Stltci  HEOICAL  PROGRAH:  JjL  HYDROCARBONS  10 

...OKt  YES//_  (YES>  ENROUEt 

HEDICAL  program:  HYDROCARBONS 
DATE  NEXT  EXAH:  SEP  29i  1980 
NEXT  EXAM  type:  BASELINE 
DATE  enrolled:  JUL  30.  1986 
ENROLLNENT  STATUS:  ENROLLED 
ENROLLMENT  TYPE’.  PERSONAL 
RCCXAN  rREOUENCY:  0 
REASON  enrolled:  OCCUPATIONAL  EXPOSURE 
DATE  EXPOSURE  REPORTED:  JUL  31.  1980 
EXPIRATION  DATE  BASIS:  SEP  29.  1980 


harming:  Thit  E*»IeMAt  ntcdi  Art  txAoiutt  ftlAicU  akaa  far  thi«  Proiri* 

Do  «au  Mtnt  ta  REMOVE  lhi«  Ea»lo«««  Proa  thi»  ProaraaT  Y 
REASON  removed:  not  needed 
DATE  EXPOSURE  REPORTED:  JUL  31.1980//^ 

SaUet  MEDICAL  PROGRAM’,  ^aD 

.,.0X9  YES//^  <YES)  ENROLLED 

MEDICAL  program:  LEAD 
DATE  NEXT  exam:  SEP  I.  1987 
DATE  LAST  exam:  AUG  29.  1980 
NEXT  EXAM  type:  BASELINE 
DATE  enrolled:  OCT  7.  1980 
ENROLLMENT  STATUS*.  ENROLLED 

enrollment  type:  persohal 
reexan  frequency:  o 

REASON  enrolled:  occupational  exposure 
DATE  removed:  JUL  31.  1980 
reason  removed:  set  up  for  SCHEDULING 
DATE  EXPOSURE  REPORTED:  JUL  31.  1980 
OLD  DATE  next:  OCT  7.  1980 
DATE  LAST  PERIODIC  EXAM:  AUG  29.  1980 
EXPIRATION  DATE  BASIS:  SEP  1.  1987 


harming:  Thi»  Eaaloytt  ntadt  »n  aKroaurt  ralalad  aitaa  Par  Ihia  Proiria 

Da  aau  Maat  ta  REMOVE  Ihia  Caalavaa  Prea  thia  PrasraaT  Jf. 

Do  aod  aant  ta  tat  up  $  raaeval  axaaT  N//  X  ) 

DATE  NEXT  exam:  SEP  1.1987//„  (jj  ^ 

REASON  removed:  SET  UP  FOR  SCHEDULING  Raalaea  .rrHith  NOT  NCEDCD  ANYMORE 
Raalaea_  — — 

NOT  NEEDED  ANYMORE 

DATE  EXPOSURE  REPORTED:  JUL  31.l984//« 

Sataet  MEDICAL  PROGRAM:  . 

employee: _  FIGURE  4-2 


REMOVE  EMPLOYEES  FROM  MEDICAL  PROGRAMS 


NOTES  ON  REMOVE  EMPLOYEES  FROM  MEDICAL  PROGRAMS  OPTION 


1.  We  are  asked  chis  since  che  employee  is  currencly  enrolled.  If  che 
employee  had  already  been  removed,  we  would  have  been  asked  if  we  wanced 
CO  correcc  che  removal.  For  an  employee  who  has  an  exam  scheduled  for 
che  elecced  Program,  che  syscem  will  display  a  warning  message  ac  chis 
poinc.  Once  you  indicace  chac  you  wane  co  remove  a  one-cime  enrollmenc, 
you  will  have  co  complece  ic .  For  a  periodic  enrollmenc,  you  can  scill 
change  your  mind  ac  che  prompc  under  Noce  2.  You  will  be  warned  if  che 
employee  has  appoincmencs  scheduled  chac  include  chis  program. 

2.  We  were  asked  chis  quescion  because  chis  is  a  periodic  enrollmenc. 

Unless  you  encer  an  "  "  or  "  Q"  you  will  have  co  complece  che  removal. 

3.  This  dace  indicaces  che  monch  and  year  in  which  che  removal  exam  should 

be  given.  You  will  only  be  asked  for  chis  dace  if  a  removal  exam  is  co 

be  done.  If  you  encer  a  dace  in  che  currenc  monch,  che  encry  will  be 
filed  in  che  To  Be  Scheduled  file. 
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TABLE  4-1 

MAINTAIN  ENROLLMENT  STATUS  OUTPUT  OPTIONS 


OPTION 

SELECT  FIELDS 

Program  Hiscory 

Employee 

Removal  Reporc 

Dace  Removed  Range 

Reporc  of  Dace  Nexc/ 
Birch  Monch 
Discrepancies 

Agency 

Occupa cion /Medical 

Program  Display 

One  or  all  Occupacions 
or 

one  or  all  Programs 

Loca cion /Medical 

Program  Display 

One  or  all  Locacions 

or 

one  or  all  Programs 

Operac ion /Medical 

Program  Display 

One  or  all  Operacions 
or 

one  or  all  Programs 

Scressor /Medical 

Program  Display 

One  or  all  Programs 
or 

one  Scressor,  a  class 
of  Scressors  or  all 
Scressors 

Program  Lise  Per 
Operacions  by 

Shop 

Agency 

SORT  FIELDS 


Agency 


Agency 

Agency  Unic 
Name 
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5.0  SCHEDULING  PROCESS 


5.1  Introduction 

The  scheduling  process  allows  you  to  track,  schedule,  and  notify 
employees  who  need  to  have  medical  examinations.  You  can  review  the  To  Be 
Scheduled  file  entries  as  needed  using  the  Display/Print  Personnel  Requiring 
Exams  option.  You  can  add  to,  modify,  or  delete  these  entries  using  the 
Enter/Edit  Employees  To  Be  Scheduled  option. 

Each  clinic  will  choose  to  operate  either  a  manual  scheduling  system  or 
automated  scheduling  system.  The  System  Manager's  Guide  describes  the  entry 
sequence  for  establishing  a  clinic  scheduling  system.  If  the  clinic  is  using 
an  automated  scheduling  system,  you  will  have  to  use  the  Generate  Clinic 
Monthly  Template  option  to  create  an  entry  schedule  before  you  will  be  able 
to  schedule  any  appointments  for  the  clinic  in  that  month.  At  the  same  time, 
you  can  specify  days  or  time  slots  Chat  are  unavailable  because  they  are 
holidays  or  administrative  time. 

You  can  directly  schedule  or  add  to  existing  appointments  by  using  the 
Schedule  Appointments  from  To  Be  Scheduled  option  and  the  Direct  Appointment 
Scheduling/Rescheduling  option. 

On  a  regular  monthly  basis,  use  the  Monthly  Automated  Scheduling  option 
to  identify  employee  programs  that  have  a  Date  Next  Exam  in  the  month  you 
specify  for  selection.  The  identified  programs  will  be  filed  in  the  To  Be 
Scheduled  file.  The  selection  part  of  this  option  can  only  be  run  once  for  a 
selected  month. 

For  a  clinic  using  a  manual  scheduling  system,  you  will  probably  want  to 
review  the  To  Be  Scheduled  file,  or  have  it  reviewed  by  the  shops,  before  you 
schedule  appointments.  Once  appointments  are  scheduled  for  a  month,  you  will 
most  likely  want  to  run  the  Appointment  List  by  Shop  option  for 
distribution.  This  report  will  supplement  the  Appointment  Notices  which  are 
sent  by  the  system  as  discussed  in  Che  System  Manager's  Guide. 

For  a  clinic  using  an  automated  scheduling  system,  the  Clinic  Assignment 
Flag  will  specify  that  the  system  will  either  schedule  appointments  or 
provide  candidate  appointments  slots  and  the  Personnel  Requiring  Exams  list 
for  use  by  the  shops. 

If  Che  system  is  to  do  the  scheduling,  the  Monthly  Automated  Scheduling 
option  will  schedule  any  programs  that  are  in  the  To  Be  Scheduled  file  after 
it  does  the  selection  of  programs  with  a  Date  Next  Exam  in  the  selection 
month.  Once  scheduling  is  completed,  you  should  rerun  a  list  of  Personnel 


, *11* , 


Requiring  Exams.  Employee  entries  may  still  be  in  the  To  Be  Scheduled  file 
if  the  system  could  not  schedule  them  for  one  of  the  following  reasons: 


o 

m 


o  The  Employee  had  more  than  one  existing  appointment  already. 

o  The  programs  include  a  program  preference  and  the  Clinic  Program 
Preference  Flag  indicates  that  preferred  programs  are  to  be 
scheduled  manually,  i.e.,  directly. 

o  During  the  Month  To  Be  Scheduled,  there  were  not  enough  contiguous 
available  time  slots  to  accommodate  the  length  of  the  exams. 

o  Sufficient  contiguous  available  time  slots  were  found,  but  one  of 
the  time  slots  was  assigned  a  shift  that  did  not  match  the 
employee's  shift. 

o  The  employee  had  a  preferred  program  and  the  Program  Preference 
Flag  specified  that  the  system  is  to  do  the  scheduling,  but  the 
system  could  not  find  an  available  time  slot  that  matched  the 
employee's  program  preference  with  sufficient  contiguous  available 
time  slots  that  matched  the  employee's  shift. 

In  any  of  these  instances,  you  can  schedule  the  appointments 
directly.  Or,  for  entries  in  the  last  three  categories,  you  can  use  the 
Generate  Clinic  Monthly  Template  option  to  modify  the  parameters  on  the 
Month  To  Be  Scheduled  and  then  rerun  the  automated  scheduling  part  of  the 
Monthly  Automated  Scheduling  option.  You  can  repeat  this  process  as  many 
times  as  necessary.  You  can  also  rerun  the  Automated  Monthly  Scheduling 
option  whenever  the  To  Be  Scheduled  file  has  entries. 

Vfhenever  you  wish,  you  can  review  the  schedule  using  the  Appointment 
List  by  Clinic  option  or  review  the  available  capacity  using  the  overview 
produced  by  the  Monthly  Automated  Scheduling  option.  If  the  review 
indicates  there  are  major  problems  in  the  distribution  of  the  appointments, 
you  can  use  the  Monthly  Schedule  Kill  and  TBS  Refile  option.  You  can  then 
modify,  or  kill  and  rebuild,  the  month's  blank  schedule  template  using  the 
Generate  Clinic  Monthly  Template  option  and  ultimately  rerun  the  Monthly 
Automated  Scheduling  option. 

For  a  Clinic  with  an  automated  scheduling  system  for  which  the  Clinic 
Assignment  Flag  indicates  that  shops  are  to  be  given  blank  time  slots,  the 
procedure  will  be  the  same  as  if  the  system  were  doing  the  scheduling. 
However,  once  you  have  a  satisfactory  appointment  schedule,  run  the  Monthly 
Automated  Scheduling  option  an  additional  time  for  the  purpose  of  running 
the  Blank  Time  Slots  Report  and  resetting  the  schedule.  In  other  words, 
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Che  system  will  actually  do  scheduling,  but  then  it  will  print  the 
"appointments"  as  blank  time  slots  that  are  available  to  the  shop  for 
scheduling,  move  the  "appointments"  back  to  the  To  Be  Scheduled  file,  and 
print  the  Personnel  Requiring  Exams  report.  The  shops  will  review  the  two 
reports,  assign  employees  to  Che  blank  time  slots,  and  return  the  list  to  be 
scheduled  using  the  Schedule  Appointments  from  To  Be  Scheduled  option. 


You  can  generate  the  Appointment  List  by  Shop  and  Appointment  List  by 
Clinic  as  desired  using  the  corresponding  options.  You  may  want  to  produce  a 
clinic  list  at  the  beginning  of  the  day  for  use  in  identifying  walk-ins, 
scheduled  appointments,  and  missed  appointments. 


The  Employee  Medical  Protocol  option  is  used  to  generate  a  clinic  day's 
detailed  exam  protocols  or  the  protocol  for  a  selected  employee  appointment. 
The  primary  purpose  of  the  protocol  report  is  to  provide  Che  physicians  with 
background  data  and  a  list  of  the  items  to  be  covered  in  an  employee's 
appointment.  The  protocol  report  will  also  be  used  to  record  time  in,  time 
out,  and  exam  results.  Physicians  may  also  wish  to  review  the  Medical  Exam 
Protocol  for  a  selected  Program  or  the  overall  Medical  Exam  List. 


5.2  Enter/Edit  Employees  To  Be  Scheduled  Option 

This  option  allows  you  to  add,  modify,  or  delete  an  employee's  program 
from  the  To  Be  Scheduled  file.  If  you  are  adding  a  new  entry,  any  default 
values  are  from  existing  enrollment  data  for  that  program  and  employee. 
Figure  5-1  contains  details  on  the  prompt  sequence  for  this  option.  In  this 
example,  we  are  editing  the  lead  program  and  adding  the  chromium  program  to 
the  To  Be  Scheduled  file  for  Janet  Jackson. 


5.3  Generate  Clinic  Monthly  Template  Option 

For  clinics  with  automated  scheduling  systems,  this  option  builds  Che 
empty  monthly  schedule  for  the  specified  month.  You  must  use  this  option  to 
build  a  month  before  the  month  starts,  e.g.,  you  can't  build  or  rebuild 
October  1986  after  11:59  p.m.  on  September  30,  1986.  Figure  5-2  describes 
the  prompt  sequence  for  this  option.  In  this  example,  we  are  building  Che 
November  1986  monthly  schedule  for  Branch  Clinic  Mare  Island  and  designating 
holidays  and  administrative  days.  We  then  edit  the  template  and  change  the 
parameters  for  several  time  slots. 
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employee:  Jfj. 

1  JACKSONfJAMET 


JACKSONfJANET 


F  567891 

551111113 

shop: 

106 

(MINS) 

2  JONES. JUDY  JONES. JUDY 

F  433434  . 

556789099 

shop: 

923 

(MINS) 

[ON  @ 
FROG^M 


CHOOSE  1-?:  X  JACKSON. JANET  (U 
JACKSON.JANET  OOP.*  SEP  29.1971  OCCl  GS0i90  INPUSTRIAL  HYGIENE  SHIFT: 
Select  PROGRAM  TO  PE  SCHEDULED:  ? 

ANSWER  WITH  PROGRAM  TO  BE  SCHEDULED 
CHOOSE  from: 

LEAH 

RESPIRATORY  PROTECTION  (n 

YOU  MAY  ENTER  A  NEW  PROG^M  TO  PE  SCHEDULED.  IF  YOU  WISH 
ANSWER  WITH  MEDICAL  PROGRAM  NAME 

DO  YOU  WANT  THE  ENTIRE  26-ENTRY  MEDICAL  PROGRAM  LIST?. 

Select  PROGRAM  TO  PE  SCHEDULE!':  LEAD  04 

...OK?  YES//_  (YES) 

warning:  This  Ee^losee  needs  an  exeos'jre  related  e^aa  for  this  Proaraiii 

PROGRAM  TO  BE  SCHEDULED:  LEAD//., 

ENROLLMENT  TYPE*.  PERSONAL//.. 

REEXAM  frequency:  0//X 

REASON  FOR  EXAM)  OCCUPATIONAL  EXPOSURE//  — 

EXAM  type:  baseline//— 

Select  PROGRAM  TO  PE  SCHEDULED.’  CHROMIUM  08 

...OK?  YES//  —  (YES)  ^ 

PROGRAM  TO  PE  SCHEDULED:  CHROMIUM'/—  Q) 

ENROLLMENT  TYPE:  3//—  PERSONAL  (7) 

REEXAM  frequency:  0//-  ^ 

REASON  FOR  EXAM:  OCCUPATIONAL  EXPOSURE//  — 

EXAM  type:  B//  _  BASELINE 
Select  PROGRAM  TO  BE  SCHEDULED:. 

employee:. 


FIGURE  5-1 

ENTER/EDIT  EMPLOYEES  TO  BE  SCHEDULED 


& 

i 


NOTES  ON  ENTER/EDIT  EMPLOYEES  TO  BE  SCHEDULED  OPTION 


1 .  We  are  doing  an  employee  lookup  (Primer,  Seccion  7.3). 

2.  These  are  che  exiscing  program  encries  for  che  employee  (Primer,  Seccion 
8.3). 

3.  Nocice  char  we  were  noc  asked  if  we  wanted  co  add  this  new  raulciple 
entry.  You  can  use  this  prompt  co  delete  che  entry  if  it  is  an  error 
(Primer,  Seccion  8.3.3). 

4.  The  default  is  in  che  internal  FileMan  format.  The  system  responded  co 
our  null  entry  with  che  translation  value. 


Select  clinic:  MARE  BRANCH  CLINIC  MARE  ISLAND 

Do  aou  want  to  edit  an  existina  teaF-late?  Y//N 

NEXT  MONTH  TO  BE  SCHEDULED:  NOV  1936//_  “  Q 

Do  aou  want  to  kill  and  rebuild  a  teeplate  for  the  s 

...BUILDING  MONDAY  11/03/1984 

...BUILDING  TUESDAY  11/04/1984 

...BUILDING  HEDNESDAY  11/05/1984 

...BUILDING  THURSDAY  11/04/1984 

...BUILDING  FRIDAY  11/07/1984 

...BUILDING  MONDAY  11/10/1984 

...BUILDING  TUESDAY  11/11/1984 

...BUILDING  WEDNESDAY  11/12/1984  ^ 

...BUILDING  THURSDAY  11/13/1984  Q 

...BUILDING  FRIDAY  11/14/1984 

...BUILDING  MONDAY  11/17/1984 

...BUILDING  TUESDAY  11/18/1984 

...BUILDING  HEDNESDAY  11/19/1984 

...BUILDING  THURSDAY  11/20/1984 

...BUILDING  FRIDAY  11/21/1984 

...BUILDING  MONDAY  11/24/1984 

...BUILDING  TUESDAY  11/25/1984 

...BUILDING  HEDNESDAY  11/24/1984 

...BUILDING  THURSDAY  11/27/1984 

...BUILDING  FRIDAY  11/28/1984 

To  Disr-laa  Arpointnent  Grid  Enter  START  DATE! 

Select  DATE  SCHEDULED*.  11/10  NOV  10»  1984  CD 

CLINICr  HOLIDAY  OR  ADMIN  DAY?:  CLINIC  IN  SESSION 
//  HOLIDAY 

To  DisPlaa  Arr-ointiient  Grid  Enter  START  DATE:_ 

Select  DATE  SCHEDULED:  11/17  NOV  17.  1984  ^ 

CLINIC.  HOLIDAY  OR  ADMIN  DAY?:  CLINIC  IN  SESSION  CD 

Select  TIME  SLOT  START  TIME:  I.  CD 
To  Disr-laa  A^eointnent  Grid  Enter  START  DATE:_ 
Select  DATE  SCHEDULED:  11/2  NOV  2.  1984  ??  CD 
Select  DATE  SCHEDULED:  11/27  NOV  27.  1984 
CLINIC.  HOLIDAY  OR  ADMIN  DAY?:  CLINIC  IN  SESSION 
//  HOLIDAY 

To  Disrlaa  Aerointeent  Grid  Enter  START  DATE:_ 
Select  DATE  SCHEDULED!  11/28  NOV  28.  1984 
CLINIC.  HOLIDAY  OR  ADMIN  DAY?:  CLINIC  IN  SESSION 
//  ADMINISTRATIVE  DAY 

To  Diselaa  Arrointaent  Grid  Enter  START  DATE:_ 
Select  DATE  SCHEDULE  . _ 


tebPlate  for  the  selected  aonth?  N//Y 


1  o 


i 


FIGURE  5-2 


GENERATE  CLINIC  MONTHLY  TEMPLATE 


Stltet  clinic:  tt&RC  IRANCH  CLINIC  HARE  ISLAND 
Do  »ou  to  tdit  on  txittini  ifpltitJ  T//^ 

To  DiRAlay  Aproinlitnt  Grid  Enttr  START  DATE:. 

StlACt  DATE  scheduled:  U/L2  NOV  17i  1984 
CLINICi  HOLIDAY  OR  AOHIN  OAT?:  CLINIC  IN  SESSION 

StlACt  TIMeIlOT  START  tihe:  ±  @ 

Stl»et  TIHE  SLOT  START  TIHE:  ^  ^ 

Enttr  tht  iitt  in  ont  of  tht  Tollouins  foraat*: 

7  A.  7Ai  7:i5  Ai  7:i5A.  7  Pi  7Pi  7tl5Pt  7:15PH 
btluttn  4  tnd  12  art  aituttd  to  bt  AH 

btlwttn  12:01  and  S:S9  art  aituttd  to  bt  PHi  if  A  or  P  ii  not  tnttrtd 
ANSWER  with  tihe  SLOT  START  TIHE 

DO  YOU  WANT  THE  ENTIRE  34-ENTRY  TIHE  SLOT  START  TIHE  LIST?. 

Stltet  TIHE  SLOT  START  TIHE:  2 
CLlNlCi  HOLIDAY  OR  ADHIN  TIHE?:  CLINIC  IN  SESSION 
//_ 

capacity:  2//  i. 

PROGRAH  preference:  lead//— 
shift:  day//  1. 

SURE  YOU  WANT  TO  DELETE?  1  (YES) 

Stltet  TIHE  SLOT  START  TIHE:  7:i3 

CLlNICt  HOLIDAY  OR  ADHIN  TIHE^  CLINIC  IN  SESSION 

//_. 

capacity:  2//  A 

PROGRAH  preference:  lead//. 

shift:  day//  a 

SURE  YOU  WANT  TO  DELETE?  1  (YES) 

Stltet  TIHE  SLOT  START  TIHE:  TJfi 
CLlNICi  HOLIDAY  OR  ADHIN  TIHE?:  CLINIC  IN  SESSION 
//. 

capacity:  2//  A 

PROGRAH  preference;  lead//. 

shift:  day//  a 

SURE  YOU  WANT  TO  DELETE?  1  (YES) 

Stltet  TIHE  SLOT  START  TIHE:  74^ 

CLINICi  HOLIDAY  OR  ADHIN  TIHE?:  CLINIC  IN  SESSION 
//_ 

capacity:  2//  A 

PROGRAH  preference:  lead//. 

shift:  day//  a 

SURE  YOU  WANT  TO  DELETE?  1  (YES) 

Stltet  TIHE  SLOT  START  TIHE). 

To  Display  A»tointatnt  Grid  Enttr  START  DATEt. 

Stltet  DATE  scheduled:  11/4  NOW  4i  1984 
CLINICi  holiday  OR  ADHIN  DAY*:  CLINIC  IN  SESSION 

Stltet  TIHE  SLOT  START  TIHE: 

CLINICi  holiday  OR  ADHIN  TIHE''*.  CLINIC  IN  SESSION 
//  ADHINISTRATIVE  TIHE 
Stltet  TIHE  SLOT  START  TIHE*.  1525 
Stltet  TIHE  SLOT  START  TIHE:  15^5 
CLINICi  HOLIDAY  OR  ADHIN  TIHE':  CLINIC  IN  SESSION 
//  ADHINISTRATIVE  TIHE 
Stltet  TIHE  SLOT  START  TIHE:  3:30 
CLINICi  HOLIDAY  OR  ADHIN  TIHE?:  CLINIC  IN  SESSION 
//  ADNINISTRATIVE  TIHE 
Stltet  TIHE  SLOT  START  TIHE:  HU 
CLINICi  holiday  OR  ADHIN  TIHE?:  CLINIC  IN  SESSION 
//  ADHINISTRATIVE  TIHE 
Stltet  TIHE  Ilot  start  tihe:. 

To  Disrliy  Artointatnt  Grid  Enttr  START  DATE:  11/1  (NOV  li  1984) 

ENTER  STOP  date:  LAST//. 

START  tihe:  first//, 
stop  tihe:  last//. 

DEVICE:  A  hargin:  132//. 

FIGURE  5-2 


GENERATE  CLINIC  MONTHLY  TEMPLATE 
(Continued) 
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FIGURE  5-2 

GENERATE  CLINIC  MONTHLY  TEMPLATE 
(Concluded) 
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1.  Say  "N"  when  you  want  to  build  a  new  monthly  template  or  kill  an  old 
one  and  rebuild  it. 

2.  This  must  be  a  future  month. 

3.  If  this  month  didn't  already  have  a  template,  we  would  have  been  asked 
if  we  wanted  to  build  a  template.  You  cannot  kill  and  rebuild  a 
template  that  has  appointments  scheduled.  On  a  kill,  the  system 
pauses  for  a  long  time  while  it  kills  the  old  information,  so  be 
patient . 

4.  The  system  automatically  uses  the  generic  weekly  schedule  from  the 
clinic  record  and  creates  appropriate  days  and  dates. 


5.  The  system  will  pause  briefly  here  to  change  the  information  for  the 
day  if  it  is  made  a  holiday  or  administrative  day. 

6.  We  were  asked  for  a  time  slot  because  the  date  has  "clinic  in 
session."  Do  not  enter  leading  zeroes. 


7.  Only  existing  template  dates  are  valid. 

8.  Only  existing  template  time  slot  start  times  are  valid. 

9.  The  Appointment  Grid  allows  you  to  review  the  Clinic  Schedule  as  set 
up  for  a  specified  date  and  time  span.  Each  time  slot  tells  the 
capacity,  shift,  and  program  preference.  In  this  example,  at  7:00  on 
Monday,  November  3,  1986,  the  Clinic  can  have  two  people  in  for 
examination.  The  people  should  work  on  the  day  shift.  People  with  an 
exam  due  for  the  Lead  program  (code  04)  will  be  given  preference  in 
this  time  slot.  The  next  line  down  describes  the  7:15  time  slot.  The 
next  column  over  describes  the  8:00  time  slot.  An  "*A"  indicates 
Administrative  time;  "*H"  would  be  used  for  holiday  time. 


it 
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S>4  Direcc  Appoincmenc  Scheduling/Rescheduling  Opcion 


This  opcion  is  used  whenever  you  are  scheduling  an  appoincmenc  wichouc 
using  che  To  Be  Scheduled  encries.  You  also  use  ic  co  modify  an 
appoincmenc 's  dace  or  cime  wichouc  cancelling  che  appoincmenc,  or  co  edic  any 
ocher  appoincmenc  daca.  For  example,  you  can  add,  edic,  or  delece  programs 
in  an  appoincmenc.  A  change  co  che  dace,  cime,  or  programs  included  in  an 
appoincmenc  will  resulc  in  che  syscem  sending  a  new  appoincmenc  nocice.  If 
you  add  a  new  program,  che  defaulc  values  are  from  che  exiscing  enrol Imenc 
daca  for  chac  employee  and  program.  Figure  5-3  ouclines  chis  opcion's  prompc 
sequence.  In  chis  example,  we  are  scheduling  an  appoincmenc  for  Janec 
Jackson  on  Occober  9,  1986,  despice  chere  being  no  available  capacicy  ac  che 
selecced  cimes. 


5.5  Schedule  Appoincmencs  from  To  Be  Scheduled  Opcion 

This  opcion  allows  you  co  schedule  appoincmencs  or  add  co  exiscing 
appoincmencs  using  programs  in  che  To  Be  Scheduled  file.  You  can  process  To 
Be  Scheduled  encries  in  che  order  in  which  chey  occur  in  che  file,  or  by 
seleccing  a  specific  employee.  Figure  5-4  describes  a  cypical  prompc 
sequence  for  chis  opcion.  In  chis  example,  we  are  adding  To  Be  Scheduled 
programs  onco  an  exiscing  appoincmenc  for  Janec  Jackson. 


5.6  Monchly  Aucomaced  Scheduling  Opcion 

Use  of  chis  opcion  varies  depending  on  che  clinic  scheduling  syscem. 
For  a  clinic  using  a  manual  scheduling  syscem,  use  chis  opcion  once  each 
monch  co  selecc  che  enrollmenc  programs  chac  have  a  Dace  Nexc  Exam  in  che 
monch  being  selecced. 


•!v 
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For  a  clinic  using  an  aucomaced  scheduling  syscem  wich  che  filled  cime 
sloe  opcion,  use  chis  opcion  ac  lease  once  a  monch  co  selecc  enrollmenc 
programs  and  schedule  any  programs  in  che  To  Be  Scheduled  file.  You  can 
lacer  rerun  che  opcion  co  do  more  scheduling. 

For  a  clinic  wich  an  aucomaced  scheduling  syscem  and  che  blank  cime  sloe 
opcion,  use  chis  opcion  co  do  che  monchly  seleccion,  preliminary  scheduling, 
and  finally  co  generace  che  reporcs  used  by  shops  in  scheduling  and  move  che 
preliminary  appoincmencs  back  co  che  To  Be  Scheduled  file. 


Stlect  clinic:  hare  branch  clinic  hare  island 


(HINS) 


EHFLOYEE:  JAfJ  JACKSONf JANET 

F  567891  551111113  SHOP:  106  (HINS) 

,,,0K?  YES//—  (YES) 

JACKSONiJANET  DOB:  SEP  29il971  OCC:  GS0690  INDUSTRIAL  HYGIENE  SHIFT:  D 
UARNING:  This  employee  has  exats  in  the  TO  BE  SCHEDULED  file 

ARE  YOU  ADDING  A  NEW  HEDICAL  APPOINTHENT?  Y  (YES)  (T) 

DATE  scheduled:  T  (OCT  9.  1986)  (T)^  “ 

TiHE  scheduled:  11^ 

PRIHARY  REASON  FOR  VISIT:  OCCUPATIONAL  EXPOSURE 
VISIT  FOLLOWUP  FLAG*— 

Select  HEDICAL  PROGRAH  SCHEDULED:  tJAD  OA 

...OK?  YES//_  (YES) 

HEDICAL  PROGRAH  SCHEDULED)  LEAD//_ 

ENROLLHENT  TYPE)  3//—  PERSONAL 

REEXAH  frequency:  0//- 

REASON  FOR  EXAH:  OCCUPATIONAL  EXPOSURE//- 

EXAH  type:  B//  -  BASELINE 

EXAH  FOLLOWUP  FLAG:  — 

Select  HEDICAL  PROGRAM  SCHEDULED)— 

END  OF  APPOINTMENT)  lllS//_  Q 

APPOINTMENT  AVAILABLE  CAPACITY  GRID  ® 

DATE/TIME  1100 
10/09  TH  0 
:i5  0 

:30  0 

:45  0 

Do  «ou  want  to  schedule  for  these  tiee  slots  anywav?  N//X  ® 

... SORRY.  JUST  A  MOMENT  PLEASE...  ^ 


employee:_ 


1* 

Si 

S 


I* 

l!<* 

I 


Iv  , 

I 
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FIGURE  5-3' 


DIRECT  APPOINTMENT  SCHEDULE/ RESCHEDULE 


NOTES  ON  DIRECT  APPOINTMENT  SCHEDULE/RESCHEDULE  OPTION 


1.  Since  che  employee  does  not  already  have  appoincmencs  scheduled,  we 
are  being  asked  if  we  wane  co  create  an  appointment.  If  there  are 
appointments,  you  will  be  asked  to  select  one.  You  will  be  asked  if 
you  want  to  add  one  only  if  you  don't  select  an  existing  appointment. 
Once  you  add  an  appointment,  you  can  only  get  rid  of  it  by 
rescheduling  it  or  cancelling  it. 

2.  In  an  automated  scheduling  system,  this  date  must  be  in  the  schedule 

template.  Under  any  system,  it  must  be  a  current  or  future  date. 

3.  In  an  automated  scheduling  system,  this  time  must  be  in  the  schedule 

template  for  the  specified  date. 

4.  The  system  calculates  the  estimated  time  the  appointment  will  end, 
using  the  program  exam  lengths  from  the  Medical  Program  file  and 
presents  the  calculated  time  as  the  default.  You  can  accept  the 
default  or  change  it  as  you  wish.  If  the  clinic  uses  an  automated 
scheduling  system,  the  end  of  appointment  must  be  a  valid  time  slot 
start  time,  or  the  end  of  the  clinic  day.  The  system  calculated 
default  may  not  meet  these  criteria,  in  which  case  you  will  have  to 
change  che  default. 

5.  Under  an  automated  scheduling  system,  if  che  time  slots  covered  by  che 
appointment  do  not  have  sufficient  capacity  left  for  another 
appointment  or  specify  a  shift  chat  does  not  match  che  employee's 
shift,  che  system  shows  you  che  template  for  che  time  covered  and  asks 
if  you  want  co  book  che  appointment  anyway.  If  you  say  "N"  co  che 
booking,  che  original  dace  and  times  will  be  restored,  but  any  ocher 
changes  made,  such  as  adding  a  program,  will  be  kept.  A  warning 
message  will  appear  if  the  appointment  includes  a  time  slot  with  a 
program  preference  which  is  not  one  of  che  appointment  programs. 
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Select  clinic:  MARE  BRANCH  CLINIC  HARE  ISLAND 
Do  sou  wish  to  select  records  for  a  s^^ecific  EMPLOYEE  (E) 
or  process  the  next  eeplosee  record  (N)?:  N//  E, 


(MINS) 


employee;  JAt J  JACKSONf JANET 

F  Si7891  5S1111113  SHOP:  106  (MINS) 

...OK?  YES//«  (YES) 

JACKSONf  JANET  DOB:  SEP  29»1971  OCCt  GS0690  INDUSTRIAL  HYGIENE  SHIFT*.  D 

device:^  right  margin:  8o//_ 


EMPLOYEES  REQUIRING  E)(AMS 
NAME 

OCCUP  JOB  TITLE 

AGENCY  SHOP 


OCT  9.1986  15:09  PAGE  1 

BADGE  SHIFT  BIRTHDATE 


JACKSON.JANET  551111113  567891  DAY  SEP  29.1971 

GS0690  INDUSTRIAL  HYGIENE 

MINS  106 

08  CHROMIUM 

DATE  last;  date  NEXT:  SEP  29.1986  REEXAM:  0 

enroll:  personal  length:  is  exam:  baseline  init/fol: 

reason:  OCCUPATIONAL  exposure 
-  OA  LEAD 

DATE  last:  AUG  29.1986  DATE  NEXT:  REEXAM:  6’ 

enroll:  personal  length:  15  exam;  baseline  init/fol:  initial 

reason:  occupational  exposure 

40  RESPIRATORY  PROTECTION 

DATE  last:  AUG  29.1986  DATE  NEXT:  JUL  28.1986  REEXAM.*  0 
enroll:  PERSONAL  LENGTH:  15  EXAM*.  BASELINE  INIT/FDLt  INITIAL 

reason:  OCCUPATIONAL  EXPOSURE 

Select  froe  the  followins  if  sou  want  to  add  these  eroarams 

to  a  current  Aeeointaent:  10-09-86  at  llOOOCCUFATIONAL  EXPOSURE  (?) 

04  LEAD  ^ 

...OK?  YES//_  (YES) 

END  OF  appointment:  ll45//_  (?) 


date/time  1100 

10/09  TH  -1 
:i5  0 

:3o  0 


appointment  available  capacity  grid 


:45  0 


Do  vou  want  to  schedule  for  these  tiae  slots  anvwaa?  N//Y 


employee:.. 


•1  @ 


FIGURE  5-4 


SCHEDULE  APPOINTMENTS  FROM  TO  BE  SCHEDULED 


( 


5-13 


NOTES  ON  SCHEDULE  APPOINTMENTS  FROM  TO  BE  SCHEDULED  OPTION 


1.  Since  there  is  one  existing  appointment,  we  are  given  the  opportunity 
to  add  to  it.  You  can  set  up  a  new  appointment  by  not  selecting  an 
existing  one  and  saying  you  want  to  add  an  appointment. 

2.  The  system  adjusts  the  end  of  the  current  appointment  to  accommodate 
the  addicional  time  needed  for  programs  in  the  To  Be  Scheduled  file 
that  are  not  already  in  the  current  appointment. 


3.  The  only  difference  between  this  and  the  prompting  under  the  Direct 
Appointment  Schedule/Reschedule  Option  is  that  the  programs  in  the  To 
Be  Scheduled  file  will  only  be  added  to  the  appointment  if  no  problem 
is  found  or  if  you  tell  the  system  to  schedule  the  appointment 
anyway.  If  the  existing  appointment  includes  one  of  the  programs  that 
is  in  the  To  Be  Scheduled  file,  the  old  appointment  program  entry  will 
be  replaced  when  the  programs  are  moved  to  the  appointment.  The  j 

system  will  delete  the  To  Be  Scheduled  entries  if  you  schedule  them  in 
an  appointment. 


jrnjmjr'j;''-)r«jrr.irKjrnv  'u^ 


This  option  cannot  be  used  while  anyone  is  using  the  Employee,  Clinic, 
or  Medical  Appointment  files.  Figure  5-5  describes  typical  prompt  sequences 
for  this  option.  In  this  example,  we  do  selection  for  Branch  Clinic  Treasure 
Island  which  has  a  manual  scheduling  system.  For  Branch  Clinic  North  Island, 
which  nas  automated  scheduling  wich  the  filled  cime  slot  option,  we  do 
selection  and  one  scheduling  run.  For  Branch  Clinic  Mare  Island,  which  has 
automated  scheduling  with  the  blank  time  slot  option,  we  have  already  done 
the  selection  and  scheduling,  so  we  run  the  reports  and  reset  the  schedule. 

5.7  Monthly  Schedule  Kill  and  TBS  Refile  Option 

For  clinics  using  an  automated  scheduling  system,  you  may  occasionally 
need  to  use  this  option  if  the  schedule  for  a  month  has  problems  that  require 
major  changes  to  the  schedule  template.  The  prompt  sequence  is  similar  to 
the  Automated  Monthly  Scheduling  option  prompt  sequence.  The  first  device 
prompt  pertains  to  the  schedule  grid  for  the  clinic  during  the  month  in 
question.  The  latter  device  prompt  is  for  the  device  on  which  the  option 
will  be  run.  See  Figure  5-5,  Notes  2  and  3,  for  additonal  information. 

5.8  Scheduling  Output  Options 

Table  5-1  lists  all  the  options  which  produce  reports  under  the 
Scheduling  Process;  the  prompt  sequences  for  these  options  are  self- 
explanatory.  See  the  Primer,  Section  9.3,  for  information  on  responding  to 
sort  field  prompts. 
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Select  CLINICJ  IXBC  BRANCH  CLINIC  TREASURE  ISLAND 
NEXT  MONTH  TO  BE  SELECTED:  1Q/S6  (OCT  1986) 


CLINIC  PARAMETERS 


OCT  9*1986  15:10  PAGE  1 


clinic:  BRANCH  CLINIC  TREASURE  ISLAND  (TIBC) 

PROGRAM  preference: 

SCHEDULING  TYPE:  MANUAL  SCHEDULING 

CLINIC  assignment: 
start:  end:  ^  length: 

NEXT  selected:  OCT  86  (jj  NEXT  SCHEDULED.*  JAN  87 

PROGRAM  preference: 

Enter  'RETURN'  to  continue  ^ 

Are  «ou  *ure  these  eeraeeters  are  correct?  N//  X 

device:  a  right  margin:  132//_  @ 

REQUESTED  TIME  TO  PRINT:  NOW//_  (?) 

REQUEST  QUEUED* 


Select  clinic:  B^ia  BRANCH  CLINIC  NORTH  ISLAND 
NEXT  MONTH  TO  BE  SELECTED*.  11/86  (NOV  1986)_ 
NEXT  MONTH  TO  BE  SCHEDULED*.  NOV  1986//_  0 

CLINIC  PARAMETERS 


OCT  10*1986  16:28  PAGE  1 


clinic:  branch  clinic  north  island  (BCNI)  0 

PROGRAM  preference:  AUTOMATIC 
SCHEDULING  TYPE.*  AUTOMATED  SCHEDULING 
CLINIC  assignment:  filled  time  SLOTS  (AUTOMATED) 

start:  700  end:  hoo  length:  3o  minutes 

NEXT  selected:  NOV  86  NEXT  SCHEDULED:  NOV  86 

PROGRAM  preference:  A7  WELDERS  EXAM 
Enter  'RETURN'  to  continue^ 

device: A,  RIGHT  margin:  I32//_  0 


FIGURE  5-5 


MONTHLY  AUTOMATED  SCHEDULING 
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Wlfet  CLIKtC:  tCP^  l*MCM  CLINtC  NOOTN  tSLAMS 
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Do  NOV  ojni  to  atk*  a  atcond  aukoaaltd  teHaduUrti  run*  M//^ 


Salad  clinic:  £*lt  INNNCH  CLINIC  H*aC  ISLANB 
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SCMEBULIHO  TIME:  AUTOMATE!  SCHEBULIMI 
CLINIC  assignment:  KANN  time  SLOTS  lAUTOMATEB) 
start:  too  Ehb;  iaoo  length;  is  minutes 

NEST  SELECTEB!  NOV  Id  NEXT  SCmEBULEO:  MOV  Id 

RRQGRAm  MRCfCRENCE!  04  LEAS 
fntar  'RETURN'  La  eontlnua  _ 

DEVICE:  ^  RIGHT  margin:  IS]//  IS] 

FIGURE  5-5 
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MONTHLY  AUTOMATED  SCHEDULING 
(Concinued) 


A;«.i:4^fA 

a?S.a-4. 

appoihthcht 

AVAlLAO 

E  capacity 

sots 

DATE /TIRE 

700 

too 

fOO 

1000  1 

00  1300 

1300 

1409 

1309 

11/03  A 

3004 

3004 

30 

30 

30 

30 

30 

4E 

.  :is 

3S04 

3004 

30 

30 

30 

30 

30 

4C 

:30 

3004 

30 

30 

30 

30 

30 

30 

4E 

:«s 

3004 

30 

30 

30 

30 

30 

4C 

4E 

11/04  TU 

30 

30 

30 

30 

30 

40 

40 

tAE 

:is 

30 

30 

30 

30 

30 

40 

40 

lAE 

139 

30 

30 

30 

30 

30 

40 

40 

•  AE 

t4S 

30 

30 

30 

30 

30 

40 

4C 

OAE 

11/03  y 

30 

30 

30 

30 

30 

40 

40 

4E 

tis 

30 

30 

30 

30 

30 

40 

40 

4E 

130 

30 

30 

30 

30 

30 

40 

40 

4E 

MS 

30 

30 

30 

30 

30 

40 

4C 

4E 

11/00  TM 

30 

30 

30 

30 

30 

40 

40 

4E 

US 

30 

30 

30 

30 

30 

40 

40 

4E 

130 

30 

30 

30 

30 

30 

40 

40 

4E 

143 

30 

30 

30 

30 

30 

40 

4t 

4E 

11/07  f 

3004 

3004 

3004 

30 

30 

40 

40 

4E 

113 

3004 

2004 

30 

30 

30 

40 

40 

4E 

:30 

3004 

2004 

30 

30 

30 

40 

40 

4E 

143 

3004 

3004 

30 

30 

30 

40 

4E 

4E 

11/10  N 

ItttttMOLlO 

11/11  TU 

30 

30 

30 

30 

30 

40 

40 

4E 

ilS 

30 

30 

30 

30 

30 

40 

40 

4E 

130 

30 

30 

30 

30 

30 

40 

40 

4E 

143 

30 

30 

30 

30 

30 

40 

4E 

4E 

11/12  U 

30 

30 

30 

30 

30 

40 

40 

4E 

:is 

30 

30 

30 

30 

30 

40 

40 

4C 

130 

30 

30 

30 

30 

20 

40 

40 

4E 

143 

30 

30 

30 

30 

30 

40 

4E 

4t 

11/13  TH 

30 

30 

30 

30 

30 

40 

40 

4E 

:is 

30 

30 

30 

30 

30 

40 

40 

4E 

130 

30 

30 

30 

30 

30 

40 

40 

4E 

143 

30 

30 

30 

30 

30 

40 

4E 

4E 

11/14  r 

3004 

3004 

3004 

30 

30 

40 

40 

4E 

MS 

3004 

3004 

30 

30 

30 

40 

40 

4C 

130 

3004 

3004 

30 

30 

30 

40 

40 

4E 

143 

3004 

3004 

30 

30 

30 

40 

4E 

4E 

11/17  N 

•  04 

3004 

30 

30 

30 

30 

30 

4E 

MS 

4  04 

3..04 

30 

30 

30 

30 

30 

4E 

:30 

4  04 

30 

2A 

30 

30 

30 

30 

4C 

143 

4  04 

30 

30 

30 

30 

30 

4t 

4£ 

11/10  TU 

30 

30 

30 

30 

30 

40 

40 

4E 

MS 

30 

30 

30 

30 

30 

40 

40 

4E 

130 

70 

30 

30 

30 

30 

40 

40 

4t 

143 

30 

30 

30 

30 

30 

40 

4E 

4E 

11/lf  M 

30 

30 

30 

30 

30 

40 

40 

4E 

MS 

30 

30 

30 

30 

30 

40 

40 

4E 

130 

30 

30 

30 

30 

30 

40 

40 

4E 

143 

30 

30 

30 

30 

30 

40 

4C 

4E 

11/30  TH 

30 

30 

30 

30 

30 

40 

40 

4E 

MS 

30 

30 

30 

30 

30 

40 

40 

4E 

130 

30 

30 

30 

30 

30 

40 

40 

4E 

143 

30 

30 

30 

30 

30 

40 

4C 

4E 

11/31  T 

3004 

3004 

3004 

30 

30 

40 

40 

4E 

MS 

3004 

3004 

30 

30 

30 

40 

40 

4E 

!30 

3004 

3004 

30 

30 

30 

40 

40 

4E 

143 

3004 

3004 

30 

30 

30 

40 

4C 

4C 

11/34  H 

3004 

3004 

30 

30 

30 

30 

30 

4E 

MS 

3004 

3004 

30 

30 

30 

30 

30 

4E 

130 

3004 

30 

30 

30 

30 

30 

30 

4E 

143 

3004 

30 

30 

30 

30 

30 

4E 

4E 

APfOINTNCNT  *V*IL«ILt  CAPACITY  HID 


OATE/TINE 

799 

190 

799 

1099 

1109 

1390 

1390 

1499 

1399 

11 /33  TU 

30 

30 

30 

30 

9 

30 

40 

40 

4E 

MS 

30 

30 

30 

30 

0 

30 

40 

40 

4E 

:30 

30 

30 

30 

30 

9 

30 

40 

40 

4E 

143 

30 

30 

30 

30 

9 

30 

40 

4C 

4E 

11/34  y 

30 

30 

30 

9 

30 

40 

40 

4E 

MS 

30 

30 

30 

30 

0 

30 

40 

40 

4E 

139 

30 

30 

30 

30 

9 

30 

40 

40 

4E 

143 

30 

30 

30 

30 

9 

30 

40 

4C 

4E 

11/37  TH 
lt/31  r 


IIIIIIMOLIDATIIIIIA 

ItltllAOAlNlSTAATIUC  OATIIttIt 
TAxa  Atrttfltrt  art  corrtclT  «//  X 
klGHT  AaADIN;  I13//_ 


ICQUtSTID  TIAC  to  PDINT;  ROM//. 
tCOUtST  OUCUEII 


FIGURE  5-5 


¥ 


i 

m 

M 

w 

I 

m 


m 


J 

& 

K»r 


MONTHLY  AUTOMATED  SCHEDULING 
(Continued) 

5-18 


Sflfct  clinic:  _  BRANCH  CLINIC  MARE  ISLAND 

NEXT  MONTH  TO  BE  SELECTED:  DEC  lfl986//  11/86  (NOV  1986) 

Monthly  selection  for  scheduling  has  been  done  for  the  selected  eonth 
Do  you  want  to  sake  a  second  autoeated  scheduling  run?  N//^ 

Do  you  want  to  run  the  Blank  Slot  reports  and  reset  the  schedule?  N// 
NEXT  MONTH  TO  BE  SCHEDULED:  NOV  1986//_  (n) 


CLINIC  PARAMETERS  OCT  10fl986  16:56 


clinic:  BRANCH  CLINIC  MARE  ISLAND  (MARE) 

PROGRAM  preference:  AUTOMATIC 
SCHEDULING  TYPE:  AUTOMATED  SCHEDULING 
CLINIC  assignment:  BLANK  TIME  SLOTS  (AUTOMATED) 
start:  700  end:  160o  length:  is  minutes 

NEXT  selected:  NOV  86  NEXT  SCHEDULED:  NOV  86 

PROGRAM  preference:  04  LEAD 
Enter  'RETURN'  to  continue^ 
device:  ±  RIGHT  MARGIN*.  132//_ 

( 


FIGURE  5-5 
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NOTES  ON  MONTHLY  AUTOMATED  SCHEDULING  OPTION 


1.  Since  this  is  a  manual  scheduling  system,  the  only  parameter  you  have 
to  verify  is  the  Next  Month  to  be  Selected. 

2.  This  is  the  device  on  which  the  salection  step  will  be  run. 

Processing  will  take  place  when  the  device  you  specify  is  available  to 
the  system.  Therefore,  if  you  select  the  device  you  are  on,  you  will 
have  to  log  off  before  the  processing  will  actually  happen. 

3.  The  system  will  run  the  job  at  the  date  and  time  you  specify,  or  as 
soon  thereafter  as  possible.  If  the  job  does  not  run  as  scheduled, 
contact  your  supervisor  or  System  Manager. 

4.  Since  this  clinic  uses  an  automated  scheduling  system,  we  are  asked 
for  the  month  in  which  to  schedule  the  appointments. 

5.  You  should  check  all  parameters  for  an  automated  scheduling  system. 

6.  This  is  the  device  prompt  for  the  display  of  the  available  capacity 
grid  (Primer,  Section  9.2). 

7.  Since  the  parameters  are  correct,  we  have  answered  "Y”.  If  they  are 
not  correct,  you  can  use  the  Generate  Monthly  Template  option  to 
modify  the  schedule  capacity,  or  call  your  supervisor  or  System 
Manager  to  change  the  clinic  parameters. 

8.  This  is  the  device  on  which  the  selection  and  scheduling  steps  will  be 
run.  (Notes  2  and  3,  above) 

9.  If  you  wish  to  have  the  system  schedule  the  entries  in  the  To  Be 
Scheduled  file,  answer  "Y".  The  prompt  sequence  would  then  continue 
by  asking  for  the  Next  Month  to  be  Scheduled,  displaying  the  clinic 
parameters,  asking  if  the  parameters  are  correct,  and  prompting  for 
the  device. 

10.  In  this  case,  the  clinic  uses  an  automated  scheduling  system  with  the 
blank  time  slot  option.  We  have  already  done  the  selection  and 
scheduling  steps  and  are  now  rerunning  the  scheduling  step,  presumably 
after  making  some  adjustments  to  the  schedule  capacity  parameters. 
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NOTES  ON  MONTHLY  AUTOMATED  SCHEDULING  OPTION  (Concluded) 


11.  We  have  indicated  Chat  we  don't  want  to  do  the  scheduling  step  again 
since  a  manual  review  of  the  schedule  indicated  that  it  is  adequate. 
Because  this  is  an  automated  scheduling  system  with  the  blank  time 
slot  option,  we  are  then  asked  if  we  want  Co  produce  the  necessary 
reports  and  have  Che  "appointments*'  for  the  month  specified  refiled 
the  To  Be  Scheduled  file. 

12.  This  is  the  device  on  which  the  reports  will  be  printed.  (Notes  2 
and  3,  above) 


TABLE  5-1 

SCHEDULING  OUTPUT  OPTIONS 


OPTION 


Display /Print  Personnel 
Requiring  Exams 


SELECT  FIELDS 


Clinic 


SORT  FIELDS 


Agency 

Employee  Name 


Available  Capacity  Grid 
Display 


Date 

Time  Slot 


Employee  Medical 
Exam  Protocol 


Appointment  or 
Clinic  and  Date 


Medical  Exam  Protocol 
for  Program 


Program 


Medical  Exam  List 

(no  sort  or  selection) 


Appointment  List  by 
Clinic 


Clinic 


Date 

Time  Slot 


Appointment  List  by 
Shop 


Clinic 

Date  Range 

Time  Slot  Range 


Agency 

Agency  Unit 
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6.0  UPDATE  APPOINTMENT  HISTORY  PROCESS 


6.1  Introduction 


Options  under  this  process  are  used  to  record  and  retrieve  data  on 
missed,  cancelled,  and  attended  appointments  and  related  employee 
qualification  data. 

The  cancellation  options  can  be  used  to  cancel  an  individual  or  group  of 
future  appointments.  If  an  appointment  is  scheduled  in  error,  you  should 
cancel  it  to  delete  it  from  the  schedule;  otherwise,  once  the  appointment's 
scheduled  date  is  past,  the  system  may  automatically  treat  it  as  a  missed 
appointment . 


Attended  appointments  include  both  scheduled  appointments  and 
unscheduled  walk-ins.  In  either  case,  start  with  the  Record  Attended 
Appointments  option  when  the  employee  enters  the  clinic.  Recording  a 
scheduled  appointment  should  be  a  straightforward  matter. 


In  recording  an  unscheduled  walk-in,  you  will  sometimes  be  faced  with  an 
individual  who  is  a  new  hire  or  prehire  and  is  not  in  the  Employee  file  or  is 
in  the  file  as  "terminated".  In  such  cases,  someone  authorized  to  use  the 
Enter/Edit  Employee  option  in  the  Administration  Module  will  have  to  enter 
the  appropriate  employee  data.  Entry  of  employee  data  may  generate  To  Be 
Scheduled  file  entries  based  on  programs  linked  to  the  employee's  occupation. 


For  any  walk-in,  even  one  on  the  Employee  file,  you  should  check  the  To 
Be  Scheduled  file  using  the  Display /Print  Personnel  Requiring  Exams  option. 

If  there  are  entries  for  the  employee,  you  should  use  the  Schedule 
Appointments  from  To  Be  Scheduled  option  to  create  an  appointment  for  today, 
and  then  use  the  Record  Attended  Appointments  option  to  create  the 
Appointment  History  record.  You  should  then  change  the  Scheduled  or 
Unscheduled  field  entry  to  "unscheduled",  '^/hile  this  course  of  action  may 
seem  lengthy,  it  will  save  data  entry  time,  ensure  program  data  integrity, 
and  avoid  the  need  to  delete  the  To  Be  Scheduled  entries,  which  may  otherwise 
get  scheduled  a  second  time. 


After  the  employee  has  been  seen,  you  will  use  the  Exam  Results  Entry/ 
Edit  option  to  enter  the  employee's  Clinic  Time  Out  and  individual  exam 
results  as  recorded  on  the  first  part  of  the  Employee  Medical  Exam  Protocol. 
This  option  may  also  require  you  to  enter  or  modify  some  employee  enrollment 
data . 


Once  the  clinic  day  is  over,  or  at  appropriate  times  during  the  day,  use 
the  Missed  Appointments  option  to  record  unattended  appointments  and  any 
justification  offered.  Eventually,  the  system  will  record  as  "missed"  any 
past  appointments  that  are  not  already  recorded  as  "attended"  or  "missed". 
Check  with  your  supervisor  or  System  Manager  to  find  out  what  the  time  limit 
is  for  your  clinic. 

The  reports  covered  under  this  process  are  mostly  summaries  for  use  by 
management.  The  Cost  Accounting  Report  is  only  available  for  agencies  that 
are  under  a  clinic  which  tracks  cost  accounting  data.  See  the  System 
Manager's  Guide  for  further  information  on  this  report. 

6.2  Cancel  Individual  Medical  Appointments  Option 

You  use  this  option  to  create  and  edit  Individual  Appointment  History 
records  for  cancelled  appointments  and,  if  desired,  to  reschedule  them  or 
file  them  in  the  To  Be  Scheduled  file.  Figure  6-1  describes  the  prompt 
sequence  for  this  option.  In  this  example,  for  Branch  Clinic  Mare  Island,  we 
decide  not  to  enter  a  record  for  Janet  Jackson.  We  chen  enter  and  edit  a 
cancellation  for  Judy  Jones  and  reschedule  the  appointment. 

6.3  Block  Cancellation  of  Medical  Appointments  Option 

This  option  allows  you  to  cancel  all  appointments  that  start  during  the 
specified  time  period.  You  can  have  the  system  file  the  cancelled 
appointments  in  the  To  Be  Scheduled  file.  In  addition,  you  can  tell  the 
system  to  flag  the  time  slots  as  unavailable  administrative  time.  If  there 
are  still  appointments  on  file  that  include  the  specified  time  period,  you 
can  use  the  Appointment  List  by  Clinic  option  to  identify  them  and  decide 
whether  to  cancel  them  individually.  Figure  6-2  provides  details  on  this 
option's  prompt  sequence.  In  this  example,  for  Branch  Clinic  Mare  Island,  we 
cancel  all  appointments  on  October  31,  1986,  and  file  them  in  the  To  Be 
Scheduled  file.  We  also  have  the  system  make  the  time  unavailable. 


6.4  Missed  Appointments  Option 


You  use  this  option  to 
missed  appointments  and,  if 
To  Be  Scheduled  file.  This 
Medical  Appointments  option 
One  difference  is  chat  the 
must  be  for  today  or  before 
for  an  optional  word  proces 
Justification,  instead  of  b 
Cancellation.  Leave  this  f 
provided  by  the  shop  or  emp 
produced  by  reports. 


create  or  edit  Appointment  History  records  for 
desired,  to  reschedule  them  or  file  them  in  the 
option  closely  resembles  the  Cancel  Individual 
,  so  review  Figure  6-1  for  the  prompt  sequence. 

•  ppointments  from  which  you  are  allowed  to  select 
.  The  other  difference  is  that  you  are  prompted 
sing  field  called  Missed  Appointments 
eing  asked  for  a  Cancellation  Date  and  Reason  for 
ield  blank  unless  an  appropriate  justification  is 
loyee,  since  this  will  affect  the  statistics 
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Select  clinic;  MARE  BRANCH  CLINIC  MARE  ISLAND 


EMPLOYEE  WITH  CANCELLED  AFTOINTMENT:  ^ 
1  JACKS0N»JANET  JACKSONfJANET 


F  567891 

551111113 

shop:  106 

(MINS) 

2  JONES.JUDY  JONES.JUDY 

F  433434 

556789099 

shop:  923 

(MINS) 

CHOOSE  1-2*.  1  JACKSON.  JANET 

JACKSON. JANE?  DOB*.  SEP  29.1971  OCC:  GS0690  INDUSTRIAL  HYGIENE  SHIFTt  D 
Select  the  Appointment  to  be  cancelled  from  these  Scheduled  Appointments; 

APPOINTMENT  not  found.  © 

If  sou  want  to  enter/edit  a  cancelled  APPOINTMENT  record; 

Select  MEDICAL  APPOINTMENT  HISTORY  DATE  OF  EXAM/APF'OINTMENT :  Jl  Q 

EMPLOYEE  WITH  CANCELLED  APPOINTMENT.*  JO.J  JONES.JUDY 

F  133434  556789099  SHOP;  923  (MINS) 

...OK?  YES//».  (YES) 

JONES.JUDY  dob;  MAY  3.1963  OCC;  GS1311  PHYSICAL  SCIENCE  TECHNICIAN  SHIFT; 
Select  the  Appointment  to  he  cancelled  from  these  Scheduled  Appointments ; 
10-31-86  at  800  PERIODIC 

40  RESPIRATORY  PROTECTION 
...OK?  YES//«  (YES)  2 

.are  you  adding  a  new  medical  appointment  HISTORY?  X  ‘YE:;>  @ 

CANCELLATION  DATE;  T//_  (OCT  22.  1986) 

REASON  FOR  CANCELLATION;  J, 

CHOOSE  from; 

S  SHOP  CANCELLED 

C  CLINIC  CANCELLED 

REASON  FOR  CANCELLAT Id- ;  S  SHOP  CANCELLED 


unspecified  Date/Time. 


Enter  'Y'  to  reschedule  this  appointment  for  an 
'R'  to  reschedule  for  a  known  Date/Time. 

'N'  to  not  reschedule.  Y//  X 
DATE  scheduled:  OCT  31.1986//_  (I) 

TIME  scheduled;  800//_  ^ 

Reouired  field  missind.  multiple  entry  not  fullj;  processed, 
or  field  did  not  pass  condition  check. 

DATE  scheduled;  OCT  31.1986//  11/5  (NOV  5.  1986) 

TIME  scheduled;  800//- 
END  OF  appointment;  815//- 
...SORRY.  JUST  A  MOMENT  PLEASE... 


© 


© 


© 


FIGURE  6-1 

CANCEL  INDIVIDUAL  MEDICAL  APPOINTMENTS 


employee  with  cancelled  appointment:  JO.J  JONESfJUDY 

F  433134  556789099  SHOP:  923  (MINS) 

...OK?  YES//_  (YES) 

JONES*JUDY  dob;  MAY  3»1963  OCC:  GS1311  PHYSICAL  SCIENCE  TECHNICIAN  SHIFT:  D 
Select  the  Ar-r-ointnarit  to  be  eoricellad  froifc  these  Scheduled  AF-POintacrits .* 

11-05-06  at  800  PERIODIC 

40  RESPIRATORY  PROTECTION 
...OK?  YES//  J1  (NO) 

APPOINTMENT  net  found. 

If  you  uant  to  enter/edit  a  cancelled  APPOINTMENT  record: 

Select  MEDICAL  APPOINTMENT  HISTORY  DATE  OF  EXAM/APPOINTMENT:  ? 

ANSWER  WITH  MEDICAL  APPOINTMENT  HISTORY  DATE  OF  EXAM/APPOINTMENT 
DO  YOU  WANT  THE  ENTIRE  MEDICAL  APPOINTMENT  HISTORY  LIST?  Y  (YES) 

CHOOSE  from:  "■ 

10-31-1986  CANCELLED  at  800  PERIODIC 
40  RESPIRATORY  PROTECTION 

YOU  MAY  ENTER  A  NEW  MEDICAL  APPOINTMENT  HISTORY,  IF  YOU  WISH 

Select  MEDICAL  APPOINTMENT  HISTORY  DATE  OF  EXAM/APPOINTMENT:  10/31®0CT  31,  19S6 
40  RESPIRATORY  PROTECTION  CANCELLED  at  SOOFERIODIC 

...OK?  YES//_  (YES) 

REASON  FOR  VISIT:  PERIODIC//- 
VISIT  FOLLOWUP  FLAG:  INITIAL//- 
SCHEDULED  OR  UNSCHEDULED?:  SCHEDULED//- 
CANCELLATION  DATE:  OCT  22,1986//- 
REASON  FOR  CANCELLATION*.  ^P  CANCELLED//- 
Seleet  PROGRAM:  1  Q 

ANSWER  WITH  PROGRAM:  ^ 

RESPIRATORY  PROTECTION 
YOU  MAY  ENTER  A  NEW  PROGRAM,  IF  YOU  WISH 
ONLY  ONE  ENTRY  PER  PROGRAM 
ANSWER  WITH  MEDICAL  PROGRAM  NAME 

DO  YOU  WANT  THE  ENTIRE  26-ENTRY  MEDICAL  PROGRAM  LI5T’- 
Select  program:  ASBESTOS  02 

...OK?  YES//-  (YES)^  ® 

program:  asbestos//- 

ENROLLMENT  TYPE*.  1  REQUIRED  ® 

REEXAM  FREQUENCY :”60 

REASON  FOR  EXAM:  OCCUPATIONAL  EXPOSURE 

EXAM  type:  b.  baseline 

EXAM  FOLLOWUP  FLAG*.— 

Select  program:  EiSPIRATORY  PROTECTION  40 

...OK?  YES//-  (YES)  (To) 

program:  RESPIRATORY  PROTECTION//-  ^ 

ENROLLMENT  TYPE:  PERSONAL//- 

reexam  frequency;  o//_ 

REASON  FOR  EXAM!  OCCUPATIONAL  EXPOSURE//— 

EXAM  type:  BASELINE//— 

EXAM  FpLLOWUP  FLAG!  INITIAL//— 

Select  PROGRAM*.— 
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EMPLOYEE  WITH  CANCELLED  APPOINTMENT:  — 


FIGURE  6-1 


CANCEL  INDIVIDUAL  MEDICAL  APPOINTMENTS 
(Concluded) 
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NOTES  ON  CANCEL  INDIVIDUAL  MEDICAL  APPOINTMENTS  OPTION 


{ 


1 .  We  are  noc  given  che  opcion  co  selecc  an  exiscing  appoincmenc  because 
there  was  nothing  in  the  schedule  for  today  or  the  future.  We  are 
still  given  the  option  of  directly  entering  an  Appointment  History 
record.  If  you  do  not  select  an  existing  scheduled  appointment,  or 
there  is  none  and  you  enter  a  record  directly,  you  will  be  prompted 
for  all  pertinent  fields. 

2.  We  have  selected  an  appointment  and  indicated  that  we  want  to  create  a 
new  Appointment  History  record.  All  data  from  that  appointment 
becomes  part  of  the  new  record. 

3.  The  reschedule  option  cannot  be  used  to  reschedule  an  appointment  by 
adding  it  to  an  existing  one.  If  you  want  co  do  that,  specify  "Y"  and 
use  che  Schedule  Appointments  from  To  Be  Scheduled  opcion. 

4.  We  got  che  error  message  because  we  did  noc  change  che  dace  or  time. 

5.  From  here  on,  che  prompt  sequence  will  resemble  chat  listed  under 
Figure  5-3. 

6.  In  this  case,  we  are  eoicing  an  exiscing  record.  You  can  enter  a  new 
dace,  in  which  case  che  prompt  sequence  will  be  che  same. 

7.  Once  you  gee  to  this  prompt,  you  cannot  skip  back  co  earlier  prompts. 
Also,  if  you  enter  an  at  an  earlier  prompt,  you  will  be  at  this 
prompt,  which  is  for  a  multiple  field  within  che  record  (NOHIMS 
Primer,  Section  8). 

8.  Although  we  are  adding  a  new  program,  we  are  noc  asked  che  "add" 
question.  If  you  mistakenly  add  a  program  co  an  Appoincmenc  History 
record  by  selecting  che  program,  you  can  delete  ic  ac  che  Program 
field  prompt. 

9.  There  are  no  defaults  since  there  is  no  exiscing  enrollment  for  this 
employee  and  program. 

10.  We  have  selected  an  exiscing  appoincmenc  history  program  and  could 
edit  che  fields  shown. 


( 
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Stitet  clinic:  hare  (ranch  clinic  hare  island 

ENTER  DATE  Of  APPOINTHENTS  TO  BE  CANCELLED.*  10/31 
START  TINE  TO  (ESIN  CANCELLING:  FIRST//. 

STOP  TINE  TO  END  CANCELLING:  LAST//_ 

device:  a.  right  hargin:  i32//. 

HEDICAL  APPOINTHENT  LIST  DISPLAY  ^ 


(OCT  31>  KSA) 


OCT  22rl9eA  1S:31 


PAGE  I 


31  OCT  8A  700  HARKHAH»RICK  311111120  123S4  DAY 

DOC  FEB  28>19Ai  OCCUPl  NG4641  TITLE*.  ORDANCE  EQUIPHENT  HECHANIC 

VISIT  reason:  periodic  imit/fdll:  initial 

program: 

10  hydrocarbons 

EXAH  reason:  occupational  exposure 
04  lead  exah  reason:  occupational  exposure 
40  respiratory  protection 

EXAH  reason:  occupational  exposure 
33  BENZENE 

EXAH  reason:  occupational  exposure 


31  OCT  84  700  8AEZiJ0AN  000000019  13405  DAY 

dob:  JUN  4i1944  OCCUP:  GS1311  title:  physical  science  technician 
VISIT  reason:  PERIODIC  init/foll*.  initial 

'  program: 

04  LEAD  EXAH  REASON!  OCCUPATIONAL  EXPOSURE 
40  RESPIRATORY  PROTECTION 

EXAH  REASON*.  OCCUPATIONAL  EXPOSURE 

31  OCT  e&  730  HARRISON, BEN  732222222  4545455  DAY 

DOB*.  DEC  12,1933  OCCUP:  GS0341  TITLE*.  ADMINISTRATIVE  OFFICER 
VISIT  reason:  PERIODIC  INIT/FOLL.*  INITIAL 

program: 

04  lead  exah  reason;  occupational  EXPOSURE 
40  RESPIRATORY  PROTECTION 

EXAH  reason:  OCCUPATIONAL  EXPOSURE 

Do  wou  ««nt  to  Nrocftd  «ilN  einctllini  •N^oiniitnt*  for  the  ttltfltd  dott  and  tiaaa?  T/iL 

Enltr  'T'  to  rttehtdul#  th*»a  arrointaantf  _ 

'N'  to  not  riichtdult:  X 

Do  Nou  want  to  oaka  tha  lalaetad  data  and  tiaa  (Iota  unavailablaT .  Antutr  'Y'  or  'N' 

Do  you  uant  to  aaka  tha  aalaotad  data  and  tiaa  slot*  unavailabla?  Y 

...SORRY,  I'H  NORRING  AS  FAST  AS  I  CAN...  " 


FIGURE  6-2 


BLOCK  CANCELLATION  OF  MEDICAL  APPOINTMENTS 
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NOTES  ON  BLOCK  CANCELLATION  OF  MEDICAL  APPOINTMENTS  OPTION 


1.  For  an  automated  scheduling  system  these  must  be  valid  Time  Slot  Start 
Times.  Any  appointments  which  have  a  Time  Scheduled  that  is  in  the 
time  range  you  specify  will  be  cancelled.  Appointments  that  end 
during  or  after  this  time  range,  but  have  a  Time  Scheduled  that  is 
before  the  Start  Time  to  Begin  Cancelling,  will  not  be  cancelled. 
Appointments  that  have  a  Time  Scheduled  in  the  time  range  will  be 
cancelled,  even  if  the  End  of  Appointment  time  is  later  than  the  Step 
Time  to  End  Cancelling. 

2.  This  is  a  display  of  all  the  appointments  that  will  be  cancelled  if  we 
proceed . 

3.  We  have  chosen  to  reschedule,  which  will  result  in  the  appointment 
entries  being  filed  in  the  To  Be  Scheduled  file. 

4.  This  question  is  only  asked  under  an  automated  scheduling  system. 
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6.5  Record  Attended  Appointments  Option 

You  use  this  option  to  create  or  edit  Appointment  History  records  for 
attended  appointments.  The  option  is  similar  to  and  simpler  than  the  Cancel 
Individual  Medical  Appointments  option  since  it  does  not  include  options  Co 
reschedule.  See  Figure  6-3  for  a  discussion  of  tlie  prompt  sequence.  In  this 
example  we  create  a  new  attended  appointment  for  Janet  Jackson  at  Branch 
Clinic  Mare  Island.  We  then  edit  that  record  to  add  the  asbestos  program. 
Also  review  Figure  6-1  for  Notes  1,  2,  and  6  through  10. 

6.6  Exam  Results  EnCry/EdiC  Option 

This  option  allows  you  to  edit  attended  appointments  records  and  to 
enter  program  exam  results.  This  option  also  files  employee  program 
qualification  statuses  and  modifies  enrollment  data.  If  you  change  an  Exam 
Status  of  "pending"  or  "incomplete"  to  "qualified"  or  "not  qualified"  the 
system  will  take  one  of  Che  following  actions: 

o  If  the  employee  is  enrolled  in  the  program,  you  will  be  prompted  for 
the  Date  Next  Exam.  The  system  will  have  automatically  modified  the 
Date  Next  Exam  in  some  instances.  For  one-time  enrollments,  you  can 
delete  Che  Date  Next  Exam  which  will  also  remove  the  program.  In  any 
case,  you  can  modify  the  Date  Next  Exam  for  any  reason,  such  as 
consistency  with  the  employee's  birthdate. 

o  If  the  employee  is  not  enrolled,  or  is  enrolled  for  a  one-time  exam, 
and  the  exam  is  periodic,  you  will  be  asked  if  you  want  to  enroll  the 
employee  in  that  program. 

Figure  6-A  provides  information  on  typical  prompt  sequences.  In  this 
example,  for  Janet  Jackson  at  Che  Branch  Clinic  Mare  Island  we  record  results 
for  the  chromium,  lead,  and  respiratory  protection  programs;  correct  the 
entered  results;  and  handle  enrollment  issues. 


Sfttet  Cltott-  ii”  ClIlCC  H**E  ISL4XD 

WfLOTEE  WHO  *TTEHOEB  »P»0tHT«HT;  ^ 

1  JACKSONiJANET  JACKSON. JANET 

F  S47IF1  SSUU113 

2  JONES'JUOT  JONEStJUOT 

r  431414  SSiTtfOFt 


SMQF;  104 
Smof:  f3l 


runner  i-2!  !_  JACKSONi JANET 
JACKSON.JANeT  DOI:  $EF  JF.ITTI  OCC:  6S04t0  INPUSTEIAL  hygiene  shift:  b 
th»  ArrolntAtnt  illtndtd  ffO»  th#«#  Schtdultd  Ar»ointA«nt»: 

10-0t>l4  It  1100  OCCUFATIONAL  EXFQSURE 
01  CHNONIUN 
04  LEAD 

40  RESFIBATOBT  FtOTECTlON 
...OKT  YES//„  (TES) 

ANE  YOU  AOOINO  A  NEW  NEBICAL  AFFOINTNENT  HISTORY*  Y.  (TES) 

SCHEBUUEB  OR  UNSCHEBULEBT:  SCHEBULEB//«  (1  ) 

CLINIC  TINE  in:  IIOO//  1103  ^2^ 

enflotee  who  attenbeb  affointnent:  j.j 

1  JACKSON.JANET  JACKSON. JAArr* 

r  347Sfi  ssniiiii  shof:  io4  (nihs) 

2  JONES.JUBT  JONES. JUBT 

F  431414  SS47IF04f  SHOF:  F21  (NlNS) 

CHOOSE  1-2:  JL  JACKSON.JANET 

JACKSON.JANET  BOi:  SEF  2F.1T71  OCC:  6S04F0  INOUSTRIAL  HYGIENE  SHIFT:  B 
Stltet  tht  ArrointAint  aitindtd  Fyoa  thtt*  Schtdultd  ArrOintARntt: 


shof:  104 
shof:  F21 


AFFOINTNENT  net  Found. 

If  YOU  aont  to  ontor/odit  on  attondod  AFPOInTNENT  rocord: 
Solfct  nebical  affointnent  history  bate  of  eyan/affqintnent: 
answer  with  nebical  affointnent  history  bate  of  EKAN/APFOINTnENT 
BO  YOU  WANT  THE  entire  NEBICAL  AFFOINTNENT  HISTORY  LIST*  i  (YES) 
CHOOSE  frqn: 

1-27-1*14  ATTENBEB  at  700  SPECIAL  REOUEST 


02 

ASBESTOS 

04 

LEAB 

40 

RESPIRATORY  PROTECTION 

10-7-17B4 

ATTENBEB  at  llOS  OCC 

00 

CHRONIUN 

04 

LEAB 

40 

respiratory  protection 

YOU  NAY  ENTER  A 

new  nebical  affointnent 

Salact  nebical 

AFFOINTNENT  HISTORY  BATE  OF 

01 

CHRONIUN 

04 

LEAB 

40 

RESFIRATORY  PROTECTION 

attenbeb  at  llOSOCCUFATIONAL  EIFOSURE 


...OK*  TES//„  (TES) 

REASON  FOR  visit:  OCCUFAYIONAL  EIFOSURE//^ 

VISIT  FOLLOWUP  flag:  « 

schebuleb  or  unscmebulebt:  schebuleb//. 

CLINIC  tine  in:  1105//- 
Stltet  frogran:  i 
answer  with  frogran 
CHOOSE  fron: 

CHRONIUN 

LEAB 

respiratory  protection 
YOU  nay  enter  a  new  frogran.  if  you  wish 
ONLT  ONE  entry  per  frogran 
answer  with  nebical  frogran  wane 

BO  YOU  WANT  THE  ENTIRE  24-ENTRY  NEBICAL  FROGRAN  LISTT  — 

SalFCt  frogran:  UIESTOS 

...OK*  YES//-  (YES) 

enrollnent  type:  i//—  reouireb 
reeian  freouenct:  40//  2 

REASON  FOR  EXAN:  CHANGE  IN  NS  REGUlRENENTS//  JtCUFATIONAL  EXPOSURE 
EIAN  type:  F//  X  lASELINE 
EXAN  FOLLOWUP  flag:  — 

SalFCt  frogran:  JIjRONlUN  •• 

...OK?  YES//—  (YES)  VA/ 

ENROLLNENT  type:  PERSONAL//— 

reexan  freouenct:  0//— 

reason  for  Eian:  OCCUFATIONAL  EXPOSURE//  — 

CYAN  type:  baseline//  — 

Eian  FOLLOWUP  FLAS:  — 

Salact  frogran:  — 


ENFLOTEE  WHO  attenbeb  AFFOINTNENT:  — 


FIGHBP  f-1 


RECORD  ATTENDED  APPOINTMENTS 
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NOTES  ON  RECORD  ATTENDED  APPOINTMENTS  OPTION 


1.  Since  this  entry  was  created  from  a  scheduled  record,  the  default  is 
"scheduled".  The  default  would  be  "unscheduled"  if  we  had  not 
selected  an  existing  appointment  and  were  creating  an  Appointment 
History  record  by  direct  entry.  You  can  override  the  default  as 
appropriate  to  the  situation. 

2.  This  field  will  be  required  for  clinics  that  track  cost  accounting 
data.  For  these  clinics,  you  should  enter  the  actual  arrival  time  of 
the  employee  at  the  clinic,  since  these  data  will  be  used  to  calculate 
the  cost  of  clinic  visits  in  terms  of  lost  work  time. 

3.  In  this  case,  we  are  editing  an  existing  record. 

4.  Notice  that  once  we  accept  a  program,  we  are  not  given  the  opportunity 
to  delete  it  from  the  record.  This  is  different  from  the  handling  of 
missed  and  cancelled  appointments,  so  exercise  care  when  you  select  a 
program.  You  may  need  to  add  programs  if  the  employee  is  tested  for 
unscheduled  programs  during  the  visit. 

5.  The  defaults  are  from  an  existing  enrollment.  You  can  edit  them  as 
appropriate  for  the  appointment  history. 

6.  We  have  selected  an  existing  appointment  history  program  and  could 
edit  the  fields  shown. 


Stltei  CLWIC!  MKE  MMCH  ClIKIC  H**£  1SL»HB  ^ 
tUrtOTlE  Eon  EESULTI  ENTRY;  ^  JNCRSON, J*MET 

F  5i7»»i  ssnims  shoe:  ;oi  (nins) 

...OKT  TES//_  (YES) 

JNCRSON.jmT  0Q»:  SEE  2t.lE71  OCC:  BS04E0  INOUSTRIEL  HT8IENE  SHIFT:  B 
Scltct  tHt  «>*otnlttnt  far  uhich  aou  »i>H  to  tnitr  raaultE  frs*  tha  folloxini: 

t  t-lf-lEM  ETTENBEB  It  VOOSEECIEL  REOUESY  X7V 

02  OSIESTOS  (1] 

04  LE4B 

40  RESE1R4Y0RY  EROTECTIQN 

2  10-E-lTOi  4TTENDED  4t  llOSOCCUEETIBHEL  EXEOSURE 

01  CNRONlUn 
04  LEAS 

40  RESEIRATORY  EROYECYION 
CHOOSE  1-2:  2  10-E-1E04 

REASON  FOR  visit;  OCCUEATIONAI.  EXE0SURE//„ 

VISIT  FDLLONUE  FLAG*.. 

StHEBULEB  OR  UNSCHEBULEBT'.  lCHEBULEB//_ 

Clinic  tine  in:  no5//_ 

CLINIC  TINE  out:  1145//  1200 

Chanttt  Kd*  to  FREOUENCTi  ENROLLNENT  TTEEi  and  REASON  FOR  EXAN  (31 

Mill  nos  cHanot  IN#  corrttrondini  tnrolliant  valuta* 

Utt  tha  anrollatni  artian  far  ehanatt. 

Saltrt  EROSRAn:  *. 

ANSUER  NlTN  EROSRAN 
CHOOSE  fron: 

CHRONIUN 

LEAB 

RESEIRATORY  EROTECTION 

Saltet  EROSRAN:  »RONIUH  08 

...OR’  TE5//_  (TES) 

ENROLLNENT  TTEEI  EERSONAL// . 

REEiAN  freouenct:  0//. 

REASON  FOR  EIAn:  OCCUEATIONAL  exeosure//., 

EXAN  ttee:  baseline//^ 
exan  follouue  flag:. 

EXAN  STATUS!  EENOING//  ^  SUALIFIEB 
Currant  ENROLLNENT'. 

NEDICAL  EROSRAN!  CHRONIUN  BATE  NEXT  EXAN!  SEE  2»r  ItSA  BATE  LAST  EXAI 

DATE  ENROLLEB!  JUL  10.  Ifl4  ENROLLNENT  STATUS!  ENROLLEB  ENROLLNENT  TT 

REASON  ENROLLEB!  OCCUEATIONAL  EXEOSURE  REASON  RENOVED!  SET  UF  FOR  SCHEDULING 

SATE  LAST  EERIOBIC  EXAN!  OCT  f<  IfSA  EXEIRATION  BATE  BASIS!  SEE  27.  IFSA 


BATE  LAST  EXAN!  OCT  E.  IfBA 
ENROLLNENT  TYPE!  PERSONAL 


baseline 

RECXAN  FREOUEHtf!  0 


OLD  DATE  NEXT!  SEE  2’> 


Balatian  of  BATE  NEXT  EXAN  uill  RENOVE  thia  ona-tioa  ENROLLNENT  ) 

BATE  NEXT  EXAN!  SEE  2t.l»IA//i 
SURE  TOU  NANT  TO  DELETE’  T  (TES) 

REASON  RENOUEB!  SET  UE  FOR  sThEDULInS  Rarlaca  ....  Nith  AEEOINTnenT  GIVEN 

Rarlaea 

APPOINTNENT  IIVEN 

Tha  foIlOHind  ia  tha  Currant  TO  BE  SCHEDULED  antra!  \6) 

EROORON  TO  BE  SCHEDULED!  CHRONIUN  ENROLLNENT  TtRET  EERSONAL 

REASON  FOR  EXAN!  OCCUPATIONAL  EXEOSURE  EXAN  TTEE!  BASELINE 

BATE  EXEOSURE  REEORTES!  JUL  30.  IfBA  BATE  FILES!  OCT  22.  IflA 


NARNINS!  Thta  Carlo 


reexan  freouenct:  o 
exan  FOLLOUUE  flag:  initial 


Do  adu  oant  ta  DELETE  thta  antra’  H//  ^ 
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EXAM  RESULTS  ENTRY /ED IT 


•  *  *  *  V  •  •  *  4  *  *  '  E  ^  V_* 

*.k  .  r  w  - 


npa 


StUet  PROGRtH;  UKOniUH  Ot 

...OK*  TES//_  (TtS) 

ENtOLLHENT  TTPE!  PE«SON*U/_ 

»EE)t*K  KKEOUENC*:  0//_ 

•EKSON  rOK  EXm;  OCCUPATIONAL  EXPOSURE//. 
exan  type;  iaseline//. 

Exan  pollOnup  flag:. 

EXAN  status:  OUALIPIEJ//  i  inconplete 
REASON  inconplete:  ^ 

RtiuirAd  iP  exan  status  ii  '  INCONPLETE  ‘  •  othtmtit  fhould  bA  diltitd 
CHOOSE  fron: 

1  NO  RESULTS 

2  INCONCLUSIVE  RESULTS 

3  ENPLOTEE  LEFT 

4  SHOP  recalled  ENPLOTEE 

5  OPERATOR  ASSENT 

i  NACHINE  NALPUNCTION 

REASON  inconplete:  X  inconclusive  results 

Stltel  PROGRAN;  jJl  LEAD  04 

...OK’  TES//_  <TES) 

INROLLNENT  type:  PERSONAL//. 

REEXAN  preouency:  a//. 

reason  rOR  exan;  occupational  exposure//. 

EXAN  type:  lASELlNE//. 

exan  pollohup  plag:  initial//- 

exan  status:  PENDING//  jy^T  OUAlIPIED 

nedical  progran:  lead  date  last  exan;  OCT  t.  IPSA  NEXT  exan  Type;  iaseline 


EHROLLNENT  status;  RENOVED  EMROLLNEnT  TYPE:  PERSONAL 

REASON  enrolled:  occupational  EXPOSURE  DATE  RENOVED:  OCT  Si 

OLD  DATE  next:  OCT  I.  IPSA  DATE  LAST  PERIODIC  EXAh:  OCT  P. 


DATE  enrolled:  OCT  8>  IPSA 


reexan  preouency;  o 

IPSA  REASON  RENOVtn:  SET  UP  FOR  SCHEDULING 

IPSA 


So  NSu  nAni  to  ENROLL  tbit  EoaIonop  in  thi«  Proi'AO*  Y  fS  J 
EHROLLNENT  type:  personal//.  “  — 

DATE  NEXT  exan:  APR  1.1P87,/. 

RpouiPtd  fiPtd  Aittindi  ouUi’li  onlPN  not  fulU  proeotpod.  (  9  j 
OP  fiold  did  not  n%t  condition  cnpet. 

DATE  NEXT  exan:  APR  1,1PS7//  3/1/S7  (NAR  1,  1P87)  Mm 
NEXT  EXAN  type:  iaseline//  i  PERIODIC  VwX  /“V 

Thp  follONino  It  tnt  tupppnt  TO  IE  SCHEDULED  pnlm:  U.  U 

PROGRAN  TO  IE  scheduled:  LEAD  EHROLLNENT  TYPE:  PERSONAL  1 

reason  FOR  exan:  occupational  exposure  Exan  type:  iaseline 

DATE  EXPOSURE  REPORTED:  JUL  30.  IPSA  DATE  PILED:  OCT  22.  IPSA 


reexan  preouency:  o 

EXAN  POLLONUP  flag:  initial 


UARnING;  Thit  EonlONtt  nptdt  in  ttnoturt  pplitpd  onto  Pop  thit  Ppolroo 
lo  nOu  NPnt  to  DELETE  thit  ontft*  N// 

Soloet  progran;  respiratory  PRQTILUON  40 

. .  .OK’  YES//.  (YES) 

EHROLLNENT  type:  PERSONAL//. 
reexan  preouency:  i2//_ 

REASON  FOR  exan;  OCCUPATIONAL  EXPOSURE//. 

Exan  type:  IASELInE//. 
exan  POLLONUP  Flag:  initial//— 

EXAN  status:  PENDING//  2.  OUALIPIED 
Curfpnl  EHROLLNENT: 

NEDICAL  progran;  RESPIRATORY  PROTECTION  DATE  NEXT  EXAN:  OCT  1.  1PI7  DATE  LAST  EXAN:  OCT  P.  IP84 

NEXT  EXAN  type:  periodic  date  enrolled;  JUL  21.  IPIA  EHROLLNENT  STATUS;  ENROLLED 

EHROLLNENT  TYPE'.  REOUIRED  REEXAN  FREOUEHCr:  12  REASON  ENROLLED:  CH.iNOE  IN  NS  REOUIRENENTS 

DATE  EXPOSURE  reported;  OCT  I.  IPS*  OLD  DATE  NEXT:  JUL  21.  IPSA  DATE  LAST  PERIODIC  Exan;  OCT  P.  l*3i 

expiration  SATE  lASIS:  OCT  1.  1PI7 

DATE  NEXT  exan;  OCT  1.1PI7//^  A  2) 
tpUet  progran:  _ 

ENPLOTEE  FOR  RESULTS  ENTRY:  _ 


FIGURE  6-4 

EXA.M  RESULTS  ENTRY /ED  IT 
(Concluded) 
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NOTES  ON  EXAM  RESULTS  ENTRY/EDIT  OPTION 


1.  You  can  only  enter  results  for  an  existing  Appointment  History 
record.  If  the  one  you  want  is  not  listed,  use  the  Record  Attended 
Appointments  Option  to  create  it. 

2.  These  times  are  required  for  clinics  that  track  cost  accounting 
data.  Enter  the  actual  time  of  arrival  and  departure. 

3.  This  warning  message  is  always  displayed. 

4.  Since  the  employee  has  a  one-time  enrollment  for  this  program,  we  are 
told  how  to  remove  it.  If  this  had  been  a  periodic  exam,  we  would 
also  have  been  asked  if  we  wanted  to  enroll  the  employee. 

5.  This  was  the  Reason  Removed  for  a  prior  removal.  We  are  replacing  it 
with  the  current  Reason  Removed  (Primer,  Section  5.3). 

6.  As  noted  in  Section  4.3  on  removals,  when  no  removal  exam  is  to  be 
done  and  there  is  an  existing  To  Be  Scheduled  entry,  the  system  asks 
if  you  want  it  to  be  deleted, 

7.  We  entered  the  "not  qualified"  in  error  and  are  now  changing  it  to 
"incomplete".  Since  we  already  deleted  the  To  Be  Scheduled  entry 
above,  we  are  not  being  asked  if  we  want  to  replace  it.  Instead  the 
program  is  simply  filed  in  the  To  Be  Scheduled  file  for  a  follow-up 
exam.  The  program  removal  is  left  as  entered  above. 

8.  Since  the  employee  is  removed  from  the  program  enrollment  and  the 
exam  is  periodic,  we  are  asked  if  we  want  to  do  an  enrollment. 

9.  The  system  has  timed  out  on  an  existing  entry  before  all  data  were 
processed  so  it  will  reprompt  us. 

10.  Because  the  employee's  birthmonth  is  September,  we  have  altered  the 
default  date  to  correspond  to  a  six-month  frequency  from  the 
birthmonth . 

11.  Despite  the  fact  that  this  is  an  enrollment  with  a  future  Date  Next 
Exam,  there  is  an  existing  To  Be  Scheduled  entry;  consequently,  we 
are  asked  if  we  want  to  delete  it. 


12.  Since  this  is  a  periodic  exam  for  a  program  with  a  periodic 

enrollment,  we  are  prompted  for  a  Date  Next  Exam.  In  this  case  the 
system  has  modified  the  Old  Date  Next  by  taking  the  appointment  month 
and  adding  the  enrollment  reexamination  frequency.  If  the  Old  Date 
Next  had  been  greater  than  the  appointment  date,  the  Date  Next  Exam 
would  have  been  the  Old  Date  Next  incremented  by  the  enrollment 
reexamination  frequency. 


6.7  Appointment  History  Output  Options 

Table  6-1  describes  the  selection  and  sort  criteria  for  which  you  will 
be  prompted  when  using  options  that  produce  reports  under  the  Update 
Appointment  History  Process;  the  prompt  sequences  for  these  options  are  self 
explanatory.  See  the  Primer,  Section  9.3,  for  information  on  responding  to 
sort  field  prompts. 

The  Full  Qualification  Status  Report  option  produces  the  Qualification 
Status  Report  for  all  agencies  with  all  programs  and  training  data.  It  can 
be  produced  on  a  regular  basis  using  the  Kernel's  Taskmanager.  This  option 
can  also  be  selected  from  the  menu,  in  which  case  you  will  be  prompted  for 
device  as  shown  in  the  Primer,  Section  9.2. 


TABLE  6-1 

UPDATE  APPOINTMENT  HISTORY  OUTPUT  OPTIONS 


OPTION 


SELECT  FIELDS 


Appointment  History  Employee 
Details  Disposition  range 

Program  range 

Clinic 
Disposition 
Program  range 


Clinic 

Program  range 


SORT  FIELDS 


Qualification  Status  Agency  Name 

Report  Program,  Training,  or  Both 

one  or  all  Programs 


Date  of  Exam/ Appointment 


Agency 

'  Agency  Unit 
Employee 

Date  of  Exam/Appt. 

Agency 
Occupation 
Agency  Unit 
Employee 

Date  of  Exam/Appt. 


Appointment  History  Date  of  Exam/Appt  range 
Summary  Agency 


Performance 

Summary 


I  Clinic 
!  Agency 

[  Date  of  Exam/Appt.  range 
Schedule /Unscheduled /A1 1 


Program 


Missed  Appointments  Agency 
Report  one  or  all  Shops 

Date  of  Exam/Appt  range 


R5S 


TABLE  6-1 

UPDATE  APPOINTMENT  HISTORY  OUTPUT  OPTIONS 
( Concluded) 


Topic 


Application  files 

Appointment  History 
Attended 
Cancel  Block 
Cancel  Individual 
Exam  Results 
Missed 
Reports 

Appointment  Notices 

Appointment  Notices  file,  description  of 
Attended  Appointments 
Aud its 

Cancel  Appointments  -  See  Appointment  History 

Clinic  file,  description  of 

Discrepancy  Audits 

Enrollment  file,  description  of 

Enrollment,  Program 
Automatic 
Enroll 

Occupation  related 

Remove 

Reports 

Stressor  related 

Medical  Appointment  file,  description  of 
Medical  Appointment  History  file,  description  of 
Medical  Exam  List  -  See  Protocol,  Complete 
Medical  Program  file,  description  of 
Medical  Program  Tests  file,  description  of 
Medical  Qualifications  file,  description  of 


Section 


2.1,  3.0 


2.1,  3.0 


i 

i 


I 


m 


Section 


Topic 


Missed  Appointments 

Preexam  Instructions  file,  description  of 

Program 

Definition  of 

Enrollment  -  See  Enrollment,  Program 

Linkages 

Pre  ference 

Use  of 

Protocol 

Complete 
Definition  of 
Employee 
Program 
Use  of 

Scheduling 

Blank  List 

Direct 

From  TBS 

Kill 

Monthly 

Reports 

Scheduling  System,  Automated 
Blank  Time  Slot 
Definition  of 
Description  of 

Monthly 

Scheduling  System,  Manual 
Definition  of 
Description  of 
Monthly 

To  Be  Scheduled  file,  description  of 

To  Be  Scheduled 
Uisp lay 
Edit 
Enter 

Monthly  Pull 
Scheduling 


2.1,  3.0 

1.4,  2.1,  2.2,  5.1, 
5.3,  5.4,  5.6 
2.1,  4.1,  5.1,  6.1 


5.6 

2.1,  5.1,  5.4 
5.5 

5.6,  5.7 
5.3,  5.6 
5.8 


5.6 
1.3 

2.1,  5.1,  5.3,  5.6, 

5.7 

5.3,  5.6,  5.7 


1.3 

2.1,  5.1,  5.6 
5.6 
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